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As well as Sage Payroll we have also purchased SageCover. 

To me SageCover, and the exceptional helpline service it provides, 
is one of the true benefits of Sage. No call is treated as trivial, calls 
are managed well and Sage staff are always friendly and polite. 

It is the best and most consistent service I have ever encountered.’ 


Karen Webber, Practice Manager, Ixworth Surgery 
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Welcome to your Payroll Year End pack 

Sage is delighted to issue you with your free Payroll Year End pack. Please check the contents against the list below: 

• Sage Payroll 2004/2005 update CD 

• PI 4/60 order form 

• Technical enquiry fax back form (see reverse of letter) 


Web Site and Online Support 

Please note that Sage has provided a comprehensive Payroll Year End Web site including a Payroll Knowledgebase, tech 
tips and the ability to download Payroll Year End software and documentation. Connect to www.sage.co.uk/scover/pye 


Extended Customer Support Opening Hours 

From Monday 29th March to Friday 30th April, Monday to Thursday, support available 9:00am to 6:30pm. Normal opening 
hours on Friday. Saturday 10th April open 9:00am to 1:00pm. 


Contacting Sage 

When contacting Sage, use the following telephone or fax numbers, and e-mail addresses: 


Type of Enquiry 

Telephone 

Fax 

E-mail 

All technical enquiries 

All stationery (PI 4/60) and software 
orders 

0845 111 5555 

0800 33 66 33 

0845 111 5511 

0845 245 0297 

support@sage.com (type PYE as the Subject) 
usersales @ sage.com 
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Copyright 


This document and software described in it are copyrighted with 
all rights reserved. Under copyright laws, neither the 
documentation nor the software may be copied, photocopied, 
reproduced, translated, or reduced to any electronic medium or 
machine readable form, in whole or in part, without prior written 
consent of Sage (UK) Limited (‘Sage’). Failure to comply with 
this condition may result in legal proceedings against you. 

This computer program is the property of Sage. The program is 
protected under copyright law and is licensed for use only by a 
user who has either returned the completed registration card 
included with the computer program or registered online or by 
telephone and further is licensed strictly in accordance with the 
conditions specified in the Software Licence. Sale, lease, hire 
rental or reassignment to, or by, a third party without the prior 
and written permission of Sage is expressly prohibited. 

Sage does not warrant that the software package will function 
properly in every hardware/software environment. For example, 
the software may not work in combination with modified 
versions of the operating system, with certain print-spooling or 
file facility programs, or with certain printers supplied by 
independent manufacturers. 

Although Sage has tested the software and reviewed the 
documentation, Sage makes no warranty, representation or 
condition, either express or implied, statutory or otherwise, 
with respect to this software or documentation, their 
performance, satisfactory quality, or fitness for a particular 
purpose. This software and documentation are licensed ‘as 
is’, and you, the licensee, by making use thereof, are 


assuming the entire risk as to their quality and 
performance. 

In no event will Sage be liable for indirect, special, 
incidental, or consequential damages or economic loss, 
such as loss of profits, loss of use of profits, loss of 
business or business interruption, loss of revenue, loss of 
goodwill or loss of anticipated savings arising out of the 
use or inability to use the software or documentation, even 
if advised of the possibility of such damages. In particular, and 
without prejudice to the generality of the foregoing, Sage has no 
liability for any programs or data stored or used with Sage 
Software, including the costs of recovering such programs or 
data. 

Nothing in this notice shall exclude or limit Sage’s liability for 
fraud, death or personal injury arising out of Sage’s wilful default 
or negligence. 

Sage’s policy is one of constant development and improvement. 
We reserve the right to alter, modify, correct and upgrade our 
software programs and publications without notice and without 
incurring liability. 

Copyright: © Sage (UK) Limited 2002, 2003 

Sage House, Benton Park Road 
Newcastle upon Tyne NE7 7LZ 
All Worldwide Rights Reserved 
Issue Date: 06/02/2004 

Pbn No: 12677 
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Welcome 


Welcome to Your Guide to Payroll Year End! 

This guide is designed to make your Year End routine as 
smooth and trouble-free as possible. The exact length of 
time your Year End will take depends on how many 
employees you need to produce PI 4/60 forms for. To 
complete this task fully, we strongly recommend that you 
set aside plenty of time to run your Year End, with as little 
interruption as possible. 

What is Payroll Year End? 

The tax year runs from 6th April to 5th April of the following 
year. At the end of the tax year, all companies are required 
by law to submit Payroll Year End returns to the Inland 
Revenue. These returns enable the Inland Revenue to 
monitor the PAYE and National Insurance deducted from 
your employees, and to ensure that any statutory 
payments, such as sick and maternity pay, have been 
made according to Government legislation. 

The Tax Year End Wizard within Sage Payroll guides you 
through the whole Year End routine, from producing all of 
the information required by the Inland Revenue to clearing 
your payroll information for use in the new tax year. 


Your Guide to Payroll Year End 


Important Information 

You must process and update all of your normal payment 
periods within the current tax year, before running your 
Payroll Year End. You must not install your new tax year 
update CD over your existing program, until after you have 
completed all of the Year End routines detailed in this 
guide and are ready to start processing your payroll in the 
new tax year. 

The new tax year update CD contains all of the 
Government legislation required from 6th April 2004, 
including changes to Nl, SAP, SMP, SPP and SSP rates. 
Changes to tax parameters do not take effect until later 
in the tax year. You will be informed of these changes 
after Payroll Year End. 

To ensure you complete your Year End in good time, you 
should consider the following important dates, which are 
stipulated by the Inland Revenue: 

• 19th April - by this date, payments of PAYE and NIC 
deductions for the final tax month or quarter must be 
received by the Inland Revenue. 

• 19th May - by this date, your P35 and PI4 Year End 
returns must be received by the Inland Revenue. 

• 31st May - by this date, P60 Certificates must be 
received by employees. 
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Additional Sources of Help 

All SageCover customers have access to the following 
additional information. 

The Sage Knowledgebase 

We have developed a vast database of articles covering 
technical issues, available to you 24 hours a day, 7 days a 
week, providing an invaluable source of help and 
information at this busy time of year. 

To access the Knowledgebase, go to the Sage website, 
www.sage.co.uk. From the left-hand menu, click 
Customers, then Help and Support and then enter your 
login details into the boxes provided. If you do not know 
your login details, click Obtain a Sage Login and follow 
the on-screen instructions. 

From the right-hand menu, choose the required product 
and then from the drop-down menu, click 
Knowledgebase. Search for articles by topic, or by using 
the Keyword field. For a full list of all payroll articles 
available, please refer to W6598 Index of Sage Payroll 
Knowledgebase Articles. 

The SageCover area of the Sage website 

The SageCover area of the Sage website contains a 
dedicated section, related to Payroll Year End issues. For 
more information, visit www.sage.co.uk/scover/pye. 


Ask a Question 


This year, Sage is launching a new service, designed to 
tackle just about any Year End related question you can 
throw at us. Simply type in your question and the system 
will search through a database to find the answer that you 
need. Log on to www.sage.co.uk for details. 

Your Animated Guide to Payroll Year End 

For an on-screen, step by step guide to all your Payroll 
Year End procedures, download the Payroll Year End 
2003/2004 Animated Assistant, available from the Payroll 
Year End area of the Sage website. 

To download the Animated Assistant 

The Animated Assistant is easy to download. Go to 
www.sage.co.uk/scover/pye, from the Downloads area, 
select the relevant Payroll product and then from the 
Downloads window, click Payroll Year End Animated 
Assistant. Follow the on-screen instructions to complete 
the download routine. 

The Inland Revenue website 

The Inland Revenue website contains a wide range of 
information to assist employers. For more information, 
visit www.inlandrevenue.gov.uk/index.htm 
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Before Year End Checklist 

Note: If you are using Sage Payroll Bureau, you must complete all of the steps on the Before Year End checklist, and 
then refer to the chapter Sage Payroll Bureau and Payroll Year End75 on page 75. 


Before you start to run your Payroll Year End routine, it is 
important to set aside some preparation time, and to complete 
all of the tasks on the following checklist: 

□ Step 1: Check your program version 

You must ensure you are using one of the following program 
versions: V8.03.xx, V8.04.xx, V8.05.xx, V9.02.xx, V9.03.xx, 

V9.04.xx or VI 0.00.xx. For more information, please refer to 
page 8. 

□ Step 2: Clear the employee exclusion criteria 

You must clear the employee exclusion criteria to ensure all 
employees appear on your Year End returns. For more 
information, please refer to page 9. 

□ Step 3: Check if you will have a week 53 

As 2004 is a leap year, the processing dates for week 53 are 
Sunday 4th April and Monday 5th April 2004. If your normal 
processing day is either a Sunday or Monday, and you process a 
weekly payroll, you will have a week 53. You may also have a week 
53 if you process fortnightly or four weekly payrolls. For more 
information, please refer to page 10. 

□ Step 4: Process and update your final pay period 

Just like any other pay period, the final pay period of the tax year 
must be updated to ensure all of the relevant details appear on 
your PI Is and Year End returns. For more information, please 
refer to page 11. 


□ Step 5: Process leavers 

If any employees have left your company’s employment since your 
final pay period was updated, you should process them as leavers 
before starting the Year End routine. For more information, 
please refer to page 12. 

□ Step 6: Enter funding details 

If you receive funding from the Inland Revenue to help you to pay 
statutory payments, tax credits or tax refunds, you must enter the 
amounts received for each tax month, to ensure your P35 is 
correct. For more information, please refer to page 14. 

□ Step 7: Check your Access Rights 

You must ensure that the user name with which you log in to Sage 
Payroll as has been given sufficient access rights to run the Tax 
Year End Wizard. For more information, please refer to page 15 

□ Step 8: Check you have sufficient P14/60 stationery 

The Inland Revenue will on/y accept Year End returns made on the 
correct stationery for the current tax year, 2003/2004. For more 
information, please refer to page 17. 

□ Step 9: Check you have sufficient backup disks 

We recommend that you take at least four backups, in case the 
Inland Revenue need further information after you have started to 
process your payroll in the new tax year. For more information, 
please refer to page 17. 
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Before Year End 


If you have any queries relating to any of the steps within 
this chapter, please refer to Before Year End - Questions 
& Answers19 on page 19 for answers to the most 
commonly asked questions received by our Technical 
Support team. 


Step 1 


Check your program version 


To ensure your calculations for PAYE and National 
Insurance for the 2003/2004 tax year and your Year End 
returns are correct, you must check that you are using the 
correct program version. 


To check your program version 

1. From the program menu bar, open the Help menu and 
choose About. 


2. Ensure you are using one of the following versions: 

• V8.03.xx, V8.04.xx, V8.05.xx, V9.02.xx, V9.03.xx, 
V9.04.xx or VI O.OO.xx - 


If you are not using any of these versions, you must not 
continue with the Year End routine. Instead, please 
contact us by: 

• E-mail: support@sage.com 

• Phone: 0845 111 55 55 

• Fax: 0845 111 55 11 



Note: The ‘xx’ in the version number refers to the build of the 
program. As long as your program shows the first three digits, 
for example 8.03, you are using the correct program for the 
2003/2004 tax year. 




























Step 2 


Clear the employee exclusion criteria 

It is important that you clear any criteria you have set up 
to ensure that all employees are included on your 
employee list, before you start the Year End routine. This 
will ensure that all employees are included in your final 
Nominal Link routine, if applicable, and on your Year End 
returns. 

To clear the employee exclusion criteria 

1. From the horizontal toolbar, click Criteria. 

The Criteria window appears. 

2. From the Criteria window, remove the ticks from the 

following check boxes: -- 

• On Hold 

• On Holiday 

• Leavers 

• Current Year Leavers (V9 and VI0 only) 

3. Ensure a tick appears in the Historical Leavers check 
box (V9 and V10 only). 

4. To save your changes to the Criteria settings and 
return to the Payroll desktop, click OK. 
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Step 3 


Check if you will have a week 53 


As 2004 is a leap year, the processing dates for week 53 
are Sunday 4th and Monday 5th April 2004. You will 
have a week 53 only if your normal processing day is 
either a Sunday or Monday, and if any of the following 
apply: 


Weekly - If your normal processing day is a Sunday or 
Monday and you last processed your weekly paid 
employees on Sunday 28th or Monday 29th March 2004. 

Fortnightly - If your normal processing day is a Sunday 
or Monday and you last processed your fortnightly paid 
employees on Sunday 21st or Monday 22nd March 2004. 

Four Weekly - If your normal processing day is a Sunday 
or Monday and you last processed your four weekly paid 
employees on Sunday 7th or Monday 8th March 2004. 

Note: To comply with Government legislation, Sage 
Payroll correctly calculates PAYE in week 53 using a 
Week 1 / Month 1 free pay allowance. This means that the 
free pay is allocated only for Week 53, and not on a 
cumulative basis. 

If you need to check when your last pay period was 
updated, select a range of regularly paid employees and 
open their Employee Records. Click the History tab and 
use the scroll bar to move to the bottom of the list of 
updates. Repeat this procedure for employees with 
different payment frequencies. 


Note: If you have a week 53, yourfirst processing period 
in the new tax year will still be week 1. 





































Step 4 


Process and update your final pay period 


Just like any other pay period, the final pay period of the 
year must be processed and updated to ensure all of the 
relevant details appear on your PI Is and Year End 
returns. If you process more than one payment frequency, 
for example, weekly and monthly, you must ensure that 
each individual pay period is updated. 

You should follow all of your normal processing routines in 
the final pay period: 

• If you are processing any statutory payments, for 
example Statutory Maternity Pay, Sage Payroll 
automatically calculates the correct amounts due, and 
carries over any remaining amounts due into the new 
tax year. 

• If you are processing Tax Credits, the correct amounts 
due are automatically calculated in the final pay period 
and Sage Payroll will continue to calculate the correct 
amounts due in the new tax year. 

• If you need to advance pay to employees, for example 
you may need to pay holiday pay, use the Advance 
Pay routine in the normal way. Sage Payroll calculates 
tax up to the end of the tax year, and carries over the 
tax allowances to the new tax year. To comply with 
Government legislation, National Insurance is 
calculated for each individual pay period, using the 
thresholds for the 2003/2004 tax year. 


Your Guide to Payroll Year End 


Tip: The last pay periods of the year are as follows: 


Weekly: 

Week 52 

or Week 53 (if processed on Sunday 4th or Monday 5th April) 


Fortnightly: 

Week 51 or 52 

or Week 53 (if processed on Sunday 4th or Monday 5th April) 

Four Weekly: 

Week 49, 50, 51 or 52 

or Week 53 (if processed on Sunday 4th or Monday 5th April) 

Monthly: 

Month 12 

V _ ) 


m 
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• If any of your employees are repaying Attachment of 
Earnings Orders, Sage Payroll deducts the correct 
amount in the final pay period, and carries over all 
outstanding balances into the new tax year. 

• If you post your payroll data directly into your accounts 
program using the Nominal Link, ensure you have 
posted data from each payment frequency, including 
any leavers, before starting the Year End routines. 

Note: To comply with Government legislation, Sage 
Payroll recalculates National Insurance contributions for 
directors set up with the Director (Table Method) status, in 
the last payment period of the tax year. The final 
calculations often differ to those made throughout the rest 
of the year, as the calculation is based on the annual 
Earnings Threshold and Upper Earnings Limit rather than 
the weekly / monthly thresholds and limits which have 
been used for all previous calculations. 

Before you update your final pay period, ensure you run 
your usual pre-update reports, such as payslips and 
Payment Summary Parts 1 and 2. 

When you have updated your final pay period, ensure you 
run your normal post-update reports, including the P32. 


Step 5 


Process leavers 


If any of your employees have left your company’s 
employment since you processed and updated your final 


IQ 


When you process the final pay period for a Director^ 
(Table Method), a message appears advising that 
their National Insurance has been calculated on a 
year to date basis. To confirm receipt of this message, 
click OK 


J 


















pay period, you should process them as leavers before 
starting the Year End routine. This ensures that the P45 is 
produced and that, once the Year End is complete, they 
are removed from all future processing within Sage 
Payroll. 

To process leavers 

1. From the employee list, select the required 
employee(s) and then from the Employee stacked 
toolbar, click Employee Record. 

2. From the Employee Record, choose the Employment 
tab and then click Leaver. 

Tip: If a date appears in the Employment Period To 
box, you have already completed the leaver routine for 
the selected employee. 

3. To begin, click Next and then enter the correct leave 
date into the Leaver Wizard. To complete the routine,, 
click Finish. 

You are prompted to print the P45, P11 Deduction 
Card (NIC Details) and P11 Deduction Card (PAYE 
Details). To print these reports, click OK each time you 
are prompted. 

If you are using Sage Payroll V8.03 or V9.02 and have 
processed Tax Credits for the selected employee, you 
are also prompted to print the Tax Credit Certificate. 
This certificate is no longer required. To continue, click 

Cancel. 
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Check the details below. 

Employee Name |Andrew Robert McTernan 

Enter your employee's leaving date. This is the date you are paying your employee up to. 

Leaving Date |30/03/2004 jij Deceased r 

-dick Finish to change the employee's status to Leaver. Their P45 and P11 
details will then be printed on plain paper. 

Note: If you want to print a P45 on pre-printed stationery, click Reports on the main toolbar 
and select the correct report from the Employee folder. 


Cancel 


< Back 


Next) 


Finish 


IB 
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4. To save your changes to the Employee Record, and 
proceed to the next selected employee, click Save and 
then Next. 

To save your changes and return to the Payroll 
desktop, click Save and then Close. 


Step 6 


Enter funding details 


If you receive funds from the Inland Revenue to help you 
to pay Tax Credits, tax refunds or statutory payments to 
your employees, you must ensure that all funding 
amounts have been entered before starting your Year End 
routines, to ensure that your P35 is accurate. 


To enter funding details 

1. From the Company stacked toolbar, click Settings. 

2. If you have received funding for Tax Credits, click the 

Tax Funding tab. Enter the amount you received for 
each tax month in to the Amount Funded column of 
the Tax Credit Funding table. _____ 


3. If you have received funding for tax refunds, enter the 
amount you received for each tax month in to the 
Amount Received column of the Tax Refund 
Received table. _ 


Company Settings 


Month 

Amount Funded 

1 

0.00 

2 

0.00 

3 

200.00 

4 

300.00 

5 

175.00 

6 

0.00 

7 

0.00 

8 

0.00 

9 

0.00 

10 

om . 

11 


12 

_ o . oo | 


Month 

Amount Received 

1 

80.00 

2 

0.00 

3 

0.00 

4 

0.00 

5 

0.00 

6 

0.00 

7 

0.00 

8 

200.00 

9 

0.00 

10 

0.00 

11 

0.00 

12 

_ aooj 


X| 


Details | Bank | Coinage | Absence | Analysis Tax Funding | Statutory Funding | IR Payments | 
Tax Credit Funding- p Tax Refund Received 


Help 


IQ 
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4. If you have received funding for statutory payments, 
click the Statutory Funding tab. Enter the amount you 
received for each tax month in to the Amount 
Received column of the Statutory Payments Funding 
Received table. _ 



Step 7 


Check your Access Rights 


If you log in to Sage Payroll using the manager user 
name, you already have sufficient access rights to 
complete the Year End routines. Please proceed to Step 8 
Check you have sufficient PI4/60 stationery17 on page 
17. 


If you do not log in to Sage Payroll using the manager 
user name, you must ensure that the user name with 
which you log in has been given sufficient access rights to 
run the Tax Year End Wizard, print reports and access all 
Employee Records within the program. You will also need 
Access Record Level 9. 
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To check your Access Rights 

To check your access rights, open Sage Payroll and log in 
with the manager user name, and then refer to the 
following steps: 

1. From the Tasks menu, choose Security and then 
Access Rights. 

2. From the Users list, select the required user _ 

3. From the Access list, check that you have access to 

the Employee, Reports, Utilities, Wizards and Year 
End options. - 

4. Check that all of the options in the Employee Record 

Access section are selected, and that an Access 
Record Level of 9 is displayed _ 

5. If the selected user does not have access to these 
areas, you can either: 

• Apply the appropriate access rights and then to 
save your changes, click Save. To log in using your 
normal user name, open the File menu and choose 

Logout, & Login With Different User Name. 



• Click Cancel to close the User Names & Access 
Rights window, open the File menu and choose 

Logout, & Login With Different User Name and 

then log in using the manager user name. 


You now have sufficient access rights to complete the 
Year End process. 


m 





























Step 8 


Check you have sufficient P14/60 stationery 

The Inland Revenue will only accept Year End returns 
made on the correct stationery for the current tax year, 
2003/2004. Therefore, you need to: 

• Check that your PI 4/60 stationery shows the date 
2003-04 in the top right-hand corner. 

• Check that you have enough PI 4/60 stationery to print 
PI4/60 forms for each employee, including leavers, 
and enough to allow for any test prints which may be 
needed to line up your stationery in your printer. 


Step 9 


Check you have sufficient backup disks 


It is very important that you take and keep backups of your 
payroll data at Payroll Year End. This will ensure you have 
a full record of all your processing information for the 
2003/2004 tax year. 

To help ensure you are able restore your payroll data, for 
example in the event the Inland Revenue need further 
information from you after you have started to process 
your payroll in the new tax year, we recommend that you 
take at least four backups. 

Make sure you have sufficient backup disks to take: 

• At least one backup before you start the Year End. 
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Note: If you need to purchase P14/60 stationery, please contact 
Sage Sales free on 0800 33 66 33. 


If you have registered with the Inland Revenue to submit your 
Year End returns electronically via the Internet, using the 
Internet Submissions module, you must ensure you have 
sufficient P60s to distribute to your employees. For further 
information about running the Internet Submissions module, 
please refer to the SageCover Guide to Internet Submissions at 
www.sage.co.uk/scover/PYE. 



Note: To ensure security, and to ensure that you have four 
separate backups of your data, you must use different sets of 
blank, formatted disks for each backup you take. 


If you are backing up to a CD ROM, zip or network drive, you 
must ensure you store your backups in different folders, or 
apply different file names to each backup you take. 


To apply different file names to your backups, change the Path 
details in the Backup Wizard. For example, enter a file name 
of d:\yearend1.001 for your first backup, d:\yearend2.001 for 
your second, and so on. 

Tip: You must ensure that the backup file name ends with 

^___ J 


(B 
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• Two backups before clearing your Year to Date values. 

• At least one backup after you have cleared your Year 
to Date values. 

Once you have completed all the steps within this chapter 
you are ready to run your Payroll Year End. For more 
information about this, please refer to the During Year End 
chapter, on page 21. 

Tip: If you have any queries relating to any of the steps 
within this chapter, please refer to Before Year End - 
Questions & Answers on page 19, for answers to the most 
commonly asked questions received by our Technical 
Support team. 


m 
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0 When I checked my program version, I found that I am not using 
any of the versions listed. What should I do? 

0 If you have processed your payroll for the 2003/2004 tax year 
using an earlier version of Sage Payroll, your figures may be 
incorrect. For further information, please contact Sage Customer 
Support on 0845 111 55 55. 

Will I have a week 53 this year? 

0 This year you will have a week 53 only if your normal processing 
day is Sunday or Monday and if any of the following apply: 

• Weekly - If your normal processing day is a Sunday or Monday and 
you last processed your weekly paid employees on Sunday 28th or 
Monday 29th March 2004 (week 52). Your P14/60s will display an 
X in the Payment in Week 53 check box, to show that you 
processed a week 53. 

• Fortnightly - If your normal processing day is a Sunday or Monday 
and you last processed your fortnightly paid employees on Sunday 
21st or Monday 22nd March 2004 (week 51). As you pay using a 2- 
weekly allowance, your P14/60s will display week 54 in the 
Payment in Week 53 check box. 

• Four Weekly - If your normal processing day is a Sunday or 
Monday and you last processed your four weekly paid employees 
on Sunday 7th or Monday 8th March 2004 (week 49). As you pay 
using a four weekly allowance, your P14/60s will display week 56 in 
the Payment in Week 53 check box. 

Tip: If you process monthly payrolls, you will not have a week 53. 
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Can I advance pay over Year End to an employee who is going on 
holiday? 

Yes. Use the Advance Pay routine to enter the number of pay 
periods the employee is on holiday, in the usual way. Sage Payroll 
calculates tax up to the end of the tax year, and carries over the tax 
allowances to the new tax year. As a result, when you process the 
employee’s first payment in the new tax year, the tax deducted 
from them will be lower than usual. 

To comply with Government legislation, National Insurance is 
calculated for each individual pay period, using the thresholds for 
the 2003/2004 tax year. 

I have employees whose statutory payments, for example 
maternity and paternity pay, cross over Year End. Is this a 
problem? 

No. The number of weeks already paid are carried over into the 
new tax year, and Sage Payroll continues to calculate the 
remaining entitlement, in line with Government legislation. 

When I processed the final pay period for an employee who is set 
up as Director (Table Method), their National Insurance was 
different to usual. Why is this? 

When an employee’s status is set to Director (Table Method), the 
deduction for National Insurance is made using the weekly or 
monthly thresholds and is calculated in the same way as a normal 
employee. Government legislation stipulates that a director must 
pay National Insurance on a yearly cumulative basis. This means 
that Sage Payroll has to recalculate their National Insurance in the 
final pay period using a year to date calculation, to ensure that the 
correct contributions have been made for the full tax year. 




Your Guide to Payroll Year End 


0 Why is the National Insurance for a director who is set up as a 
Director (Table Method) higher than usual? 

0 This happens when the director's earnings have been relatively 
low for most of the year but for some periods have exceeded the 
weekly or monthly upper earnings limit. When the program 
recalculates using the year to date calculation, the earnings which 
originally exceeded the weekly or monthly Upper Earnings Limit 
are included in the year to date figures and the director is charged 
for any under-payment of National Insurance. 

0 Are the balances from employees with Attachment of Earnings 
carried over into the new tax year? 

Q Yes. All cumulative values and outstanding balances for 

Attachments are carried over into the new tax year, except for the 
Attachment Value YTD, which is cleared to zero. This value will 
start to accumulate from the beginning of the new tax year. 

0 I have employees who have left during the tax year. Will their 
details be included on my Year End reports? 

0 Yes. Even though the employees were marked as leavers during 
the tax year, Sage Payroll retains all of their details. This is 
because their personal information and payment history are 
required for your Year End returns. 

0 Why is Tax Year End greyed out on my Tasks menu? 

0 The Tax Year End option on the Tasks menu appears greyed out 
only if you are logged into Sage Payroll as a user who does not 
have access rights to Year End and an Access Record Level of 9. 

To ensure you have sufficient Access Rights to run the Tax Year 
End wizard, please referto Step 7 Check your Access Rights15on 
page 15. 


0 I have received funding from the Inland Revenue to pay for tax 
credits. Do I have to enter this information anywhere? 

0 Yes. You must ensure that all of your funding details, including tax 
credit, tax refund and statutory payment funding details, are 
entered into Sage Payroll so that the appropriate calculations can 
be made to ensure your P35 is accurate. For more information 
about entering your funding details, please refer to Step 6 Enter 
funding details 14 on page 14. 

0 Can I use P14/60 stationery from last Year End, 2002/2003? 

0 No. The Inland Revenue will only accept returns made on the 
correct stationery for the 2003/2004 tax year. To purchase the 
correct stationery, please contact Sage Sales free on 0800 33 66 
33. 

0 Can I use the Inland Revenue’s P14/60s with Sage Payroll? 

0 Yes. You can use the Inland Revenue’s PI4/60 stationery with 
Sage Payroll, however we cannot guarantee that you will be able 
to correctly line-up the print on your forms. 

0 I want to submit my Year End returns electronically via the Internet. 
How can I do this? 

0 If you plan to submit your Year End returns via the Internet, ensure 
you have registered with the Inland Revenue, and referto the 
SageCover Guide to Internet Submissions at www.sage.co.uk/ 
scover/pye. If you are not using Sage Payroll VI0, and have not 
registered your interest with Sage, please contact us on 0800 33 
66 33. 
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During Year End Checklist 

Note: If you are using the Internet Submissions module to submit your Year End returns electronically via the Internet, 
please refer to the SageCover Guide to Internet Submissions, available from www.sage.co.uk/scover/pye 


To successfully run the Year End routine, you must complete all 
of the tasks on the following check list: 

□ Step 1: Set your process date to 5th April 2004 

5th April 2004 is the date that must appear on your Year End 
returns. For more information, please refer to page 22. 

□ Step 2: Take a backup of your Payroll data 

We recommend taking at least one backup before starting the Year 
End routines. For more information, please refer to page 23. 

□ Step 3: Print and check Plls (NIC) and (PAYE) 

You must print and check each employee’s P11 Deduction Cards 
to ensure all of your updates are correct. For more information, 
please refer to page 24. 

□ Step 4: Print the P32 for each individual tax month 

You need each tax month’s P32 to help you to reconcile the 
payments already made to the Inland Revenue, and to update the 
necessary figures for inclusion on your P35 and P14/60s. For 

more information, please refer to page 27. 

□ Step 5: Print two copies of the P35 

One copy of the P35 must be submitted to the Inland Revenue by 
19th May 2004, and the other should be kept for your own records. 

For more information, please refer to page 32. 

□ Step 6: Reconcile your reports 

You must ensure that the figures on your reports agree, and 
confirm that the figures you are submitting are correct. For more 
information, please refer to page 38. 


□ Step 7: Print your P14/60s 

You must print a PI 4/60 for every employee who worked for you 
during the 2003/2004 tax year. For more information, please 
refer to page 41. 

□ Step 8: Delete leave dates for leavers with company cars 
The leave dates must be removed to ensure their Class 1A NIC 
calculates in the new tax year. For more information, please 
refer to page 46. 

□ Step 9: Take two backups of your Payroll data 

We recommend taking another two backups before clearing your 
Year to Date values. For more information, please refer to page 
47. 

□ Step 10: Clear your Year to Date values 

You must clear your Year to Date values for the 2003/2004 tax year 
once your Year End routines are complete. For more information, 
please refer to page 48. 

□ Step 11: Take a backup of your Payroll data 

We recommend taking at least one backup after clearing your Year 
to Date values. For more information, please refer to page 51. 

□ Step 12: Distribute your Year End returns 

You must distribute your Year End returns within the deadlines set 
by the Inland Revenue. For more information, please refer to 
page 51. 


m 
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During Year End 

If you have any queries relating to any of the steps within 
this chapter, please refer to the section Common 
Questions: During Year End on page 53 for answers to the 
most commonly asked questions received by our 
Technical Support team. 


Step 1 


Set your process date to 5th April 2004 


5th April 2004 is the last day of the current tax year and is 
the date that must appear on your P14/60s, Plls and P35 
Employer’s Annual return. 


Note: You do not have to wait until 5th April 2004 to start 
processing your Year End. Once you have completed all 
of the steps detailed in the chapter Before Year End, 
simply set your process date to 5th April 2004 and begin 
your Year End routines. 


To set your process date 


Open Sage Payroll and set the date to 5th April 2004 
when you log on. 


If you have already logged on to Sage Payroll and need to 
change your process date, please refer to the following 
steps: 

1. From the Payroll stacked toolbar, click Change 
Process Date. In the Process Date box, type 



















05/04/2004 or, to enter the date quickly, use the 
Calendar button. _ 

2. To set the new process date to 5th April 2004, click 

OK. 

Note: When you set your process date to 5th April 
2004, the tax week appears as 53. This ensures that 
the correct information appears on your reports. 

Week 53 appears regardless of whether or not you 
have processed a week 53. For further information 
about week 53, please refer to Step 3, Check if you will 
have a week 53 on page 10. 


Step 2 


Take a backup of your Payroll data 


It is very important that you take and keep backups of your 
Payroll data. We suggest taking at least one backup at this 
stage in the event you make any errors while processing 
the Year End, or need to go back to make any corrections 
to your processing information. 


Note: You should label this set of backup disks Before 
starting Year End routines 2004. Set 1. 

To take a backup 

1. From the File menu, choose Backup. 


The Backup Wizard appears, displaying a list of 
previous backups taken. 


Your Guide to Payroll Year End 


Change Process Date 


New Piocess Date 


X| 


Process Date 
|05/04/2004 


T ax Period 
Week I 


3 This program version is for the 
2003/2004 tax year. 


Month |i2 Year |" 


OK | Cancel | Help 


Note: You need to take at least four separate backups of 
your data across the whole Year End routine. To ensure 
that you have separate backups, you must use different 
sets of blank, formatted disks for each backup you take. 


If you are backing up to a CD ROM, zip or network drive, 
you must ensure you store your backups in different 
folders, or apply different file names to each backup you 
take. 


To apply different file names to your backups, change the 
Path details in the Backup Wizard. For example, enter file 
name of d:\yearend1.001 for your first backup, 
d:\yearend2.001 for your second, and so on. 

You must ensure that the backup file name ends with .001 

V___ ) 
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2. To continue with backup routine, click Next. 

3. From the list of files, ensure Data Files is selected and 

then to continue, click Next. _ 

4. To locate the appropriate drive or folder, click Browse> 
Alternatively, type the drive letter and filename into the 
path box, for example a:\yearend1.001. 

5. To complete the backup routine, follow the wizard’s on¬ 
screen instructions. 

6. For extra security, for example to help prevent loss of 
data in the event your first backup disks become 
damaged, you can take a second backup of your data. 

To do this, ensure you use a new set of floppy disks, or 
if you are backing up to CD ROM or zip disk, ensure 
you store your backup in a different folder or apply a 
different filename, and repeat from step 1. 

Note: You should label your second set of backup disks 

Before starting Year End routines 2004. Set 2. 


Step 3 


Print and check Plls (NIC) and (PAYE) 


You must print each employee’s P11 Deduction Card (NIC 
Details) and P11 Deduction Card (PAYE Details), and 
check that all of the updated information is correct and that 
there are no missing updates which cannot be accounted 
for. 


m 





Backup Wizard 

This page enables you to specify which files will be included in the Backup procedure. 


| Default Files 

Picture Files 
Report Files 
T emplate Files 


W Use this data as the 'Last Known Good' data. 
Cancel 


< Back | Next > 

J 




Note: The Plls do not need to be submitted to the Inland 
Revenue, however you must keep a copy of each 
employee’s Plls for at least 3 years, in case of an Inland 
Revenue inspection. 























When you are happy that all of the updated information is 
correct, you will need the PI Is to reconcile the figures on 
your P32s and P35, later in this chapter. 

For more information about reconciling your reports, 
please refer to Step 6 Reconcile your reports on page 38. 

To print your P11 Deduction Cards 

1. Ensure no employees are selected, and then from the 
horizontal toolbar, click Reports. 

The Reports window appears. 

2. From the tree view in the left-hand pane, choose Year 
End and then from the right-hand pane, choose 

P11 Deduction Card (NIC Details). _^ 

3. To print the report, from the Reports toolbar, click 

Print. 

Tip: If a message appears, prompting you to print the 
report for the whole company, click Yes. 

4. Ensure your printer details are correct and then to print 
the report, click OK. 

5. To print the P11 Deduction Card (PAYE Details), from 
the right-hand pane, choose P11 Deduction Card 
(PAYE Details), and then repeat from step 3. 

6. To return to the Payroll desktop, click Close. 
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To check your P11 Deduction cards 

You should check your P11 s for the following: 

• Missing periods on the P11 that should have been 
updated. For example, you forgot to update a pay 
period, or you placed an employee On Hold after 
processing but before updating a pay period. 

• Incorrect payment values updated on the PI Is. This is 
caused when payment details are changed within 
Enter Payments or the Employee Record after 
processing but before updating a pay period. 

• Incorrect tax deductions updated on the PI Is due to 
legislation changes being made after processing but 
before updating a pay period. This usually occurs 
around the time of the tax legislation changes, which 
for the 2003/2004 tax year was 15th June 2003 (tax 
week 11, tax month 3). 

• Incorrect tax deductions due to changes being made 
to the employee’s tax code and/or P45 information 
after processing but before updating a pay period. 

• Incorrect National Insurance deductions due to 
changes being made to the employee’s National 
Insurance Category after processing but before 
updating a pay period. 

• Brought forward (B/F) figures that do not relate to Year 
to Date values that were manually entered because 
you started to use Sage Payroll part-way through the 
tax year. 


In these situations, it is necessary to return your payroll 
data to the pay period during which the error was made, 
and then re-process the payroll to date. 


When you re-process the final pay period of the year, you 
will need to make adjustments to the employee’s pay, to 
recoup any over-payment, or pay any under-payment 
caused by the original processing error. This can be 
achieved by setting up pre- or post-tax pay elements. 


If all of your employees are affected, you can restore the 
backup for that particular pay period and re-process all 
subsequent pay periods to date, ensuring you re-print all 
of your reports as you go. 


For more information about restoring a backup, please 
refer to Knowledgebase Article W4331 How to Restore. 


If only a small selection of employees are affected, you 
may prefer to use the Roll Back routine, which allows you 
to make the necessary corrections and then re-process 
only these employees back up to date. 


For more information about the Roll Back routine, please 
refer to Knowledgebase Article W5823 How to Roll Back. 


V. 
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• B/F figures that do relate to Year to Date values that 
were manually entered because you started to use 
Sage Payroll part-way through the tax year. 

• Missing periods relating to holiday weeks when the 
employee received no pay. For example, weeks 38 
and 39 are Christmas periods. 

If you discover any problems on your P11 s, don’t panic. 
There may be a valid reason for the discrepancy and there 
is always a solution to the problem. 

Note: If you need to restore your backup or roll back to 
make corrections, ensure that you re-print the necessary 
PI Is once you have re-processed your employees’ 
payments. 


Step 4 


Print the P32 for each individual tax month 


You need each tax month’s P32 to help you to reconcile 
the payments already made to the Inland Revenue, and to 
update the necessary figures for inclusion on your P35 
and P14/60s. , 

1. From the horizontal toolbar, click Reports. 

2. From the tree view in the left-hand pane, choose 
Period End and then from the right-hand pane, 
choose Form P32 (2003) - Employer’s Payment 
Record. 
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S' In this situation, no corrections are necessary. It is 

advisable, however, that you use your previous 
processing information to ensure that the B/F figures are 
V correct. _ 

No corrections are needed in this situation, as the free pay\ 
allowance for the tax calculations was correctly carried 
forward to the pay period in which the employee returned 
X^from holiday.__ y 
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3. To print the report, from the Reports toolbar, click 

Print. 

4. On the Criteria window, enter the required month 
number into the From and To boxes, and then click 

OK. - 

Note: Do not print your P32 for a range of months, for 
example From 1 To 12. For accurate reporting, the P32 
should be run for one tax month at a time, for example 
From 1 To 1, From 2 To 2, and so on. 

The P32 Report window appears. 

5. To update the details on the IR Payments tab in 

Company Settings with the monthly totals for tax and 
NIC, and to ensure that the total amount due appears 
automatically in the NICs/Tax paid already box on the 
P35, select the Total Amount Due check box. _ 

Note: Do not select this check box if you use the 
Collector of Taxes Wizard to make payments to the 
Inland Revenue. 

6. To insert the total SSP Recovered value, if applicable, 

when you run the P35 Wizard and to ensure the 
correct value appears on your PI 4/60s, select the SSP 
Recovered check box. - 

7. To continue, click OK. 

8. Ensure your printer details are correct and then to print 
the report, click OK. 
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The report prints and you are returned to the Reports 
window. 

9. To print the P32 for each individual remaining tax 
month, repeat steps 3-8. 

Check your P32 reports 

We recommend that you now check your P32 reports 
against the payments you have already made to the 
Inland Revenue. If any of these figures disagree, you will 
need to investigate why the figures are different. 

The following are the most common reasons for 
discrepancies: 

• You made your payment to the Inland Revenue based 
on a P32 printed at the wrong time. For example, you 
printed your P32 for tax month 1 after processing and 
updating tax weeks 1 to 4. You then processed and 
updated tax week 5 using a processing date of 4th or 
5th May, which also falls into tax month 1, but omitted 
to re-print your P32 for tax month 1. 

• You originally printed your P32 for a range of tax 
months, for example from month 1 to month 4. To 
ensure your Statutory Sick Pay Recovered 
calculations are correct, the P32 must be printed for 
each individual tax month. 
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/Your payments to the Inland Revenue are short by the amount due' 
in the missing week. You will need to include the additional amount 
in the final month’s or quarter’s payments to the Inland Revenue, 
Vand include a note of explanation. 


Your payments to the Inland Revenue may have been too high, as 
the Total SSP Recovered figure would not have been calculated 
properly. You should reduce your final month’s or quarter’s 
^payments by the amount overpaid. 
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• You included the wrong tax weeks when making your 
monthly or quarterly payments. 

• You used your pre-update reports to make payments 
to the Inland Revenue. If you made amendments to 
your processing information but omitted to re-print 
your pre-update reports, the information on your 
original reports, used to pay the Inland Revenue, was 
different to the information you subsequently updated. 


• You started using Sage Payroll part-way through the 
tax year. Your P32 Employer’s Payment Record report 
does not include any payments made before you 
started using Sage Payroll. 


• Your final payment for month 12 or quarter 4 is still 
due. 


• You have made manual adjustments to the Year to 
Date (YTD) values for one or more employees. The 
amended YTD values will be included in the total 
payment due to the Inland Revenue as displayed in 
boxes 2 and 5 on the P35 Section 2 report. The 
amended YTD figures will not be included on the P32 
Employer’s Payment Record. 


If your overall total is the same, you do not need to make any 
correction. 


Your payments to the Inland Revenue are different to the actual 
amount due. You will need to adjust your final month’s or quarter’s | 
payment by the amount over- or under-paid. 


You should add any payments made before you started using Sage 
Payroll, and re-check your figures. 


(If you i 


make payments to the Inland Revenue for each individual tax 
month, the balance due should be equal to the P32 Employer’s 
Payment Record Total Amount Due for month 12. If you make your 
payment to the Inland Revenue on a quarterly basis, the balance 
due should be equal to the P32 Employer’s Payment Record Total 
Amount Due for months 10, 11 and 12. 


/^Your payments to the Inland Revenue are different to the actual 
amount due. You will need to adjust your final month’s or quarter’s 
payment by the amount over- or under-paid. 


















You have not paid your Student Loan deductions to the 
Inland Revenue. You must include any Student Loan 
deductions taken from an employee’s pay in your 
payments to Inland Revenue. 


You have not included any funding received for tax 
refunds, Tax Credits, SAP, SMP, SPP or SSP 
payments in your monthly payments to the Inland 
Revenue. 


You restored a backup or used the Roll Back routine to 
correct a processing error but omitted to re-print the 
P32 for that period. 


Your Company Settings were changed part-way 
through the tax year to show that you are a Small 
Employer. Sage Payroll does not recalculate small 
employer’s relief retrospectively. 
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If this is the case, Box 11 on the P35 Section 2 report shows the 
Student Loan figure, which should be included in your final payment 
of the tax year to the Inland Revenue. 


Any funding received is included in the balance due to the Inland 
Revenue and should be included in the final payment of the tax year. I 


/Your payments to the Inland Revenue are different to the actual 
amount due. You will need to adjust your final month’s or quarter’s 
payment by the amount over- or under-paid. 


You will need to identify those employees who were paid SMP, SAP 
or SSP during the periods for which the Eligible for Small Employers’ 
Relief check box was not selected. Then, for each employee, you 
should either: 

• Manually calculate the 100% reclaim figure, plus the additional 
4.5% NIC Compensation and reduce your final month’s or 
quarter’s payment. You should then manually amend your P35 
accordingly, or 

• Roll back the affected employees, ensure the Eligible for Small 
Employers’ Relief check box is selected, and then reprocess 
their payments to the end of the tax year. You should then reprint 
your P32s and reduce your final month’s or quarter’s payment. 
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Step 5 


Print two copies of the P35 


Use the P35 Wizard to produce the information required 
to complete your P35 Employer’s Annual Return. 


You will need to print two copies of the P35. One copy of 
the P35 must be submitted to the Inland Revenue by 19th 
May 2004, and the other should be kept for your own 
records. 


To print the P35 Employer’s Annual Return 

1. From the Wizards menu, choose P35 Form. 

The P35 Wizard appears. 

Note: You have already printed your P11 Deduction 
Sheets (PAYE) and (NIC). To streamline the Year End 
process, you do not need to print your P14/60s before 
continuing with the P35 Wizard. 

2. To continue, click Next. 

The wizard guides you through the various questions 
that appear on the P35 form. 

3. To confirm that you have printed your P14/60s, click 
Yes and then Next. You must click either Yes or No to 
answer each remaining question and then click Next. 

Note: For assistance when answering these 
questions, please refer to booklet E10 Finishing the 
tax year up to 5th April 2004, available from the Inland 
Revenue. 


Note: You cannot submit the P35 report printed from Sage^ 
Payroll to the Inland Revenue. You must transcribe the 
information onto the statutory P35 form, available from the 
Inland Revenue. 



You must answer each question by selecting either yes or no. 

1. H ave you included a form PI 4 E nd of Year S i£xnary 
or a form P38(S) Student employees, for every person 

in your paid employment, either on a casual basis P No <• Yes 

or otherwise, during the tax year? 


Cancel 


< Back 




Next > 
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4. Use the options and drop-down lists provided to 

complete the Declaration section of the P35, and then 
click Next. _ 

5. Check or enter your employer’s contracting-out 
number, and then to continue, click Next. 

If you have entered your employer’s contracting-out 
number in Company Settings, it appears automatically. 

If not, you will find this number on your Contracting-out 
Certificate, or from your local Inland Revenue office. 



I declare that for the 2003/2004 tax year 


forms PI 4 End of Year Summary, for each 
director for whom I was required to complete a form 
Deductions Working Sheet during the year are 


completed form P38A, Employer's Supplementary Return 


completed forms P11D and P11 D(b), Returns of expenses 
payments, benefits and Class 1A contributions 



P35 Wizard 



No (* Yes 


is enclosed 


j are not due 


□ 

3 


6 . 


7 . 


If you have received funding from the Inland Revenue 
to pay Statutory Sick, Maternity, Adoption, Paternity or 
Paternity (Adoption) Pay, check that this total is 
correct. _ 

If you have recorded your funding details in the 
Statutory Payments Funding Received table in 
Company Settings, this box shows the total value. 

If this value is incorrect, use the Finder button to 
display the Statutory Payments Funding Received 
table. Enter the correct values for each month, and 
then to return to the P35 Wizard, click OK. 

If you have processed Student Loan deductions for 
any of your employees, check that this total is 
correct. _ 


Cancel 


< Back Next > 



Please confirm the following figures are correct: 


NIC Holiday claimed: 


Click Next to continue. 


Next > 


. il'iC r 


Funds received from the Inland 
Revenue to pay Statutory Payments: 


Student Loans Deducted: 


955.00 



























Your Guide to Payroll Year End 


The P35 Wizard automatically calculates this total 
from processing information updated within Sage 
Payroll, and from manually entered Year to Date 
values. You cannot edit this value here. If the value is 
incorrect, you will need to re-process. 

8. If you have manually claimed any NIC Holiday, enter 

the total reclaimed for the year in the NIC Holiday 
claimed box. You can click the Calculator button to 
help you enter the correct value. - 

9. To continue, click Next. 


10. If you have received funds from the Inland Revenue to 

refund tax, check that this value is correct. _ 

If you have recorded tax refund funding details in the 
Tax Refund Received table in Company Settings, this 
box shows the total value. 

If this value is incorrect, use the Finder button to 
display the Tax Refund Received table. Enter the 
correct value for each individual month, and then to 
return to the P35 Wizard, click OK. 

11. If you deal with subcontractors, enter the total amount 
of tax deducted from subcontractors in the box 

provided. _ 

You can click the Calculator button to help you enter 
the correct value. For further information, please refer 



Funds received from the Inland 
Revenue to pay Statutory Payments: 

Student Loans Deducted: 


1400.00 Jj 


955.00 


NIC Holiday claimed: 


Click Next to continue. 


0.00 b] 


Cancel 


< Back Next > 



Funds received from the Inland I 280.00 s| 

Revenue to refund tax: 
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to your Contractor’s Annual Return. 

12. If you have received funds from the Inland Revenue to 
help you to pay Tax Credits to your employees, check 
this value is correct. _ 

If you have recorded Tax Credit funding details in the 
Tax Credit Funding table in Company Settings, this 
box shows the total value. For further information 
about recording Tax Credit Funding, please refer to 
Step 6 Enter funding details on page 14. 



Please cQnfimiibsJ.Qjlflfflinq figure? are correct; 


Funds received from the Inland 
Revenue to refund tax: 


T ax deducted from subcontractors: 


T ax Credit funding from the 
Inland Revenue: 





280.00 _rj 
0.00 jj 


675.00 Jj 


Click Next to continue. 


If this value is incorrect, use the Finder button to 
display the Tax Credit Funding table. To return to the 
P35 Wizard, click OK. 


13 To continue, click Next. 

14 If you have processed Statutory Maternity, Paternity or 

Adoption Pay for any of your employees, check that 
the Recovered and NIC Reclaimed figures for each 
are correct. _ 

The P35 Wizard automatically calculates these totals 
from the processing information updated within Sage 
Payroll, and from manually entered Year to Date 
values, which are stored in the Statutory Payments 
Year to Date tab within the Employee Record. 

You cannot edit these values here. If the values shown 
are incorrect, you will need to re-process. 



The following Statutory Pay figures will be used to calculate the final payment 


due on the P35: 

SMP 

i- 

Recovered 

0.00 

SPP 

1 

0.00 

SAP 

1- 

0.00 

SSP 

rnrrT 


Click Next to continue. 


Cancel 


< Back 


0.00 
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15. Check the value for SSP Recovered _ 

Note: This value will be correct if you printed a P32 for 
each month, and selected the check boxes to transfer 
the totals to the SSP Recovered table in Company 
Settings, as detailed in Step 4 Print the P32 for each 
individual tax month on page 27. 

If this value is incorrect, use the Finder button to 
display the SSP Recovered table. Enter the correct 
value for each individual month, and then to return to 
the P35 Wizard, click OK. 

16. To continue, click Next. 

17. Check the value for the Tax and NICs already paid 

against your P32s. - 

Note: This value will be correct if you printed a P32 for 
each month, and selected the check boxes to transfer 
the totals to the IR Payments table in Company 
Settings, as detailed in Step 4 Print the P32 for each 
individual tax month on page 27. 

If you have used the Collector of Taxes Wizard to pay 
the Inland Revenue, this value will also be correct, but 
only if you ran the Collector of Taxes Wizard after 
updating all of the weeks within the tax month, and 
only if you did not make incorrect amendments to the 
values displayed by the Collector of Taxes Wizard. 

If this value is incorrect, you should close the P35 



Click Next to continue. 


< Back Next > 

























Wizard and print your P32s, as detailed in Step 4 Print 
the P32 for each individual tax month on page 27. 


18. To continue, click Next. 

19. If you need to check or change any details, click Back. 

20. To complete the P35 Wizard, click Finish. 

The Multiple Report Preview window appears. 

There are three sections to the P35: 

• The P35 Front Sheet report shows the answers to 
the questions you gave in the P35 Wizard, and 
your declaration. 

• The P35 Section 2 report shows a summary of 
your payments for the year, in a similar format to 
the Inland Revenue’s P35 form. 

• The P35 (CS) (Substitute) Deductions Working 
Sheets report shows the National Insurance and 
Income Tax totals for each employee for the year. 

To print two copies of the P35 

1. From the P35 Front Sheet preview window, click Print. 

2. Ensure your printer details are correct, enter 2 in 

the Copies box and then click OK._/ 

3. Click the P35Section2.SRT tab. 

4. From the P35 Section 2 preview window, click Print. 

5. Ensure your printer details are correct, enter 2 in the 

Copies box and then click OK. 
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6. Click the P35.SRT tab. 

7. From the P35 (CS) (Substitute) Deductions Working 
Sheets preview window, click Print. 

8. Ensure your printer details are correct, enter 2 in the 
Copies box and then click OK. 

9. Once you have printed two copies of each part of the 
P35, to return to the Payroll desktop, click Close. 

The Multiple Report Preview window closes and you 
are returned to the Payroll desktop. 

You should now check that the total value of tax and NICs 
paid for the year appears in the NICs/Tax paid already box 
(Box 29) on your P35 Section 2. 


Step 6 


Reconcile your reports 


You must ensure that the figures on your reports agree, 
and confirm that the figures you are submitting are correct. 


To ensure your reconciliation is accurate, you should use 
your P11, P32 and P35 reports. 

To reconcile your reports 


Check your P35 Employer’s Annual Return against your 
P11 deduction cards for each employee. Ensure that: 

• The figures in the NIC column of the P35 Deductions 
Working Sheets are the same as the Total of 
Employee’s and Employer’s Contributions figure in 
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Note: You should not use the Payment Summary Part 1, 
2 or 3, or any other pre or post update report to reconcile 
your Year End figures. Doing so will make reconciling more 
difficult and time consuming. 
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Column Id on each employee’s P11 Deduction Card 
(NIC Details). 

• The figures in the Income Tax column on the P35 
Deductions Working Sheet are the same as the This 
Employment figure in Column 6 (Total tax due to date 
as shown by Taxable Pay Tables) on each employee’s 
P11 Deduction Card (PAYE Details). 

Check your P32s against your P35 Section 2. Not all 
information contained on the P35 Section 2 appears on 
your P32s. The following table details the figures that can 
be reconciled between the two reports: 


P35 SECTION 2 

FORM P32 

Box 2 (NIC) Totals from continuation sheets 

Figure 5 - Gross National Insurance. You should manually add together the individual 
values from each of the 12 tax month’s P32s. 

Box 5 (Income Tax) Totals from continuation 
sheets 

Figure 1 - PAYE Income Tax. You should manually add together the individual values 
from each of the 12 tax month’s P32s. 

Box 7 Rec’d from IR to refund tax 

Tax Refund Received values appear at the bottom of the P32s, if you have entered the 
relevant details into the Tax Refund Received table in Company Settings. You should 
manually add together the individual values from each of the 12 tax month’s P32s. 

Box 11 Total Student Loan deductions 

Figure 2 - Student Loan Deductions. You should manually add together the individual 
values from each of the 12 tax month’s P32s. 

Box 13 Statutory Sick Pay Recovered 

Figure 6 - Total SSP Recovered. You should manually add together the individual values 
from each of the 12 tax month’s P32s. 

Note: This figure only appears on the P35 if entered into the SSP Recovered table in 
Company Settings, or if the SSP Recovered check box was selected when you printed 
your P32s. 
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Box 14 Statutory Maternity Pay Recovered 

Figure 7 - Total SMP Recovered. You should manually add together the individual values 
from each of the 12 tax month’s P32s. 

Box 15 NIC Compensation on SMP 

Figure 8 - NIC Compensation on SMP (if due). You should manually add together the 
individual values from each of the 12 tax month’s P32s. 

Box 16 Statutory Paternity Pay Recovered 

Figure 9 - Total SPP Recovered. You should manually add together the individual values 
from each of the 12 tax month’s P32s. 

Box 17 NIC Compensation on SPP 

Figure 10 - NIC Compensation on SPP (if due). You should manually add together the 
individual values from each of the 12 tax month’s P32s. 

Box 18 Statutory Adoption Pay Recovered 

Figure 11 - Total SAP Recovered. You should manually add together the individual val¬ 
ues from each of the 12 tax month’s P32s. 

Box 19 NIC Compensation on SAP 

Figure 12 - NIC Compensation on SAP (if due). You should manually add together the 
individual values from each of the 12 tax month’s P32s. 

Box 20 NIC Holiday claimed 

Figure 13 - NIC Holiday claimed. Sage Payroll does not calculate or store these values. 
Instead, you should take these values from your manual records, if applicable. 

Box 22 Rec’d from IR to pay SSP/SMP/SPP/SAP 

SSP/SMP/SPP/SAP Funding Received appears at the bottom of the P32s, if you have 
entered the relevant details into the Statutory Payments Funding Received table in Com¬ 
pany Settings. You should manually add together the individual values from each of the 

12 tax month’s P32s. 

Box 24 Total Tax Credits paid 

Figure 3 - Tax Credits Paid. You should manually add together the individual values from 
each of the 12 tax month’s P32s. 

Box 25 Tax Credit funding from IR 

Tax Credit Funding appears at the bottom of the P32s, if you have entered the relevant 
details into the Tax Credit Funding table in Company Settings. You should manually add 
together the individual values from each of the 12 tax month’s P32s. 


Once you are happy that your reports agree, you are ready to print your P14/60s 
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Step 7 


Print your P14/60s 


You must print a P14/60 for every employee who worked 
for you during the 2003/2004 tax year. The P14s must be 
submitted to the Inland Revenue by 19th May 2004, and 
the P60s must be given to your employees by 31st May 
2004. 

To check the P14/60 layout 

It is important to ensure you use the correct layout for the 
printer and stationery you are using. You should choose 
one of the following layouts within Sage Payroll: 


You must ensure that you are using the correct PI4/60 forms. The 
Inland Revenue will only accept returns made on the correct stationery 
for the 2003/2004 tax year. Check that your forms show 2003-2004 in 
the top right-hand corner. 

If you do not have the correct P14/60 stationery, or need to purchase 
more, you can place your order by: 

Telephone: 0800 33 66 33 

Fax: 0845 245 0297 

E-mail: usersales@sage.com 

Website: http://www.sage.co.uk/shop.home.asp7mRstatpay 


LAYOUT DESCRIPTION 

STATIONERY 

PRINTER 

TYPE 

ACTUAL 

PAPER SIZE 

ORIENTATION 

NO. OF PRINTS 
NEEDED 

PI 4/60 (Apr 2004) Dot Matrix Portrait 8.5” x 12” 
(Filename: P1460DOT.SFM) 

Dot Matrix 
(portrait) 

Dot Matrix 

Fanfold 

8.5” x 12” 

Portrait 

1 

PI 4/60 (Apr 2004) Dot Matrix Wide 11.7” X 8” 
(Filename: P1460D2.SFM) 

Dot Matrix 
(wide carriage) 

Dot Matrix 

User Defined 

11.7” x 8” 

Portrait 

1 

PI 4/60 (Apr 2004) Laser L/Scape A4 
(Filename: P1460LAS.SFM) 

A4 Laser 

Laser, Inkjet, 
Bubblejet or 
Deskjet 

A4 

Landscape 

3 

PI 4/60 (Apr 2004) Laser Portrait A4 
(Filename: P1460LAP.SFM) 

A4 Laser 

Laser, Inkjet, 
Bubblejet or 
Deskjet 

A4 

Portrait 

3 

Note: The P60 (Apr 2004) Laser Portrait A4 layout is for use with the Internet Submissions module. 























Your Guide to Payroll Year End 


To ensure your P14/60s align properly when printed, we 
recommend checking the printer and page settings, and 
running a test print for a small selection of employees, 
before printing for all employees. 

Note: Follow all of the steps in the next three sections to 
ensure your P14/60s print properly. 

To check the Print Setup 

1. From the Payroll desktop, select at least two 
employees and then from the horizontal toolbar, click 

Reports. 

2. From the tree view in the left-hand pane, choose Year 
End and then from the right-hand pane, select the 
required P14/60 layout, for example, P14/60 (Apr 
2004) Laser L/Scape A4. 

3. To preview the report, from the Reports toolbar, click 

Preview. 

A message appears informing you that you have a 
criteria set which may filter out some of your 
employees. 

4. To preview the P14/60 for the selected employees 
only, click No. 

The report preview window appears, displaying the 
selected PI4/60. 

5. From the bottom of the report preview window, click 

Print Setup. 
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6. From the Printer Setup window, ensure that the printer 

you will use to print your P14/60s is selected. _ 

To return to the report preview window, click OK. 

Your printer settings are saved and you are returned to 
the report preview window. 

You should now check the page setup of the PI 4/60 
layout. 

To check the Page Setup 

1. From the bottom of the report preview window, click 
Page Setup and then from the Page Setup window, 
click the Size tab. 

2. Using the information in the table on page 41, ensure 

that the correct paper size and orientation are 
displayed. __ 

Note: For further information about setting up user 
defined paper sizes, please refer to Knowledgebase 
Article W4960 How to set up a user defined paper size 
in Windows 95, 98 and ME, or W4958 How to set up a 
user defined paper size in Windows NT, 2000 and XP. 

3. Once you are happy with the page setup, click OK. 

4. To close the report preview window and return to the 
Payroll desktop, click Close. 


If you made changes to the Print or Page setup, you 
are prompted to save your changes. 
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Forms | Margins Size | Source | 


Paper size: | A4 

Paper width: | 11.6929 

Paper height: | S.26 Z 1 

i- Orientation 

Portrait 

Landscape 


Help 
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5. To save your changes, click Yes. 

Your changes are saved and you are returned to the 
Reports window. 

You should now run a test print for the selected 
employees, to ensure the alignment is correct. 

To run a test print 

Note: If you are printing Laser P14/60s, you will need to 
repeat this procedure 3 times. Start by inserting the 
orange part of the P14/60 into your printer, ensuring there 
is a form for each employee. Repeat steps 1-4 to print the 
green and blue parts of the P14/60s for each employee. 

1. Insert your pre-printed P14/60 stationery into your 
printer. 

2. From the Reports window, ensure the correct PI4/60 
layout is selected and then from the Reports toolbar, 
click Print. 

A message appears, informing you that you have a 
criteria set which may filter out some of your 
employees. 

3. To print the PI4/60 for the selected employees only, 
click No. 

The print window appears. 
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P14/60 Troubleshooting 

If your P14/60s are not printing correctly: 

• Ensure that you are using the correct stationery for the 2003/2004 
tax year. 

• Check that you are using the correct layout and paper size for the 
stationery and printer you are using. To check the paper size and 
printer details, please refer to the sections To check the PI4/60 
layout on page 41, To check the Print Setup on page 42 and To 
check the Page Setup on page 43 and 

• Check your printer driver, as you may not be using the best printer 
driver for your printer. Please refer to the following table for a list of 
recommended printer drivers: 


PRINTER 

PRINTER DRIVER 

Dot Matrix Printer: 9 Pin 

Epson FX80 

Dot Matrix Printer: 24 Pin 

Epson LQ850 

Dot Matrix Wide Carriage: 9 Pin 

Epson FX1050 

Dot Matrix Wide Carriage: 24 Pin 

Epson LQ1050 

Any LaserJet printer 

HP LaserJet 4 

Any DeskJet printer 

Hp DeskJet 

Canon Bubble Jet printer 

Epson LQ2550 


For information about installing printer drivers, please refer to 
Knowledgebase Articles W5929 How to install a printer driver in 
Windows NT, 2000 orXP and W5382 How to set up a compatible 
printer driver as a local printer in Windows 95, 98 or ME. Alternatively, 
please refer to your printer manufacturer. 













4. Ensure 1 appears in the Copies box, and that your 
printer details are correct, and then to print the PI 4/ 
60s, click OK. 

The P14/60s print. 

If the alignment is incorrect, please refer to the section 
PI4/60 Troubleshooting on page 44. 

If the alignment is correct, please refer to the following 
steps to print the P14/60s for all employees. 

To print the P14/60s for all employees 

Note: If you are printing Laser P14/60s, you will need to 
repeat this procedure 3 times. Start by inserting the 
orange part of the P14/60 into your printer, ensuring there 
is a form for each employee. Repeat steps 1-4 to print the 
green and blue parts of the P14/60s for each employee. 

1. Insert your pre-printed PI4/60 stationery into your 
printer. 

2. From the Reports window, ensure the correct P14/60 
layout is selected and then from the Reports toolbar, 
click Print. 

A message appears, informing you that you have a 
criteria set which may filter out some of your 
employees. 

3. To print the P14/60 for the all of your employees, click 

Yes. 


Your Guide to Payroll Year End 


• Alter the alignment of the PI 4/60 stationery in your printer. The 
easiest way to align the P14/60 on a dot matrix printer is to move 
the printer carriage left or right to align horizontally, and to align 
vertically, set the PI4/60 stationery higher or lower in the printer. 
This cannot, however, be achieved with all printers. 

If you cannot move the printer carriage on your printer, or if you 
have moved it as far as it will go but still cannot achieve a 
satisfactory result, you can use the Print Adjustment settings within 
Sage Payroll instead. To do this, please refer to the following steps: 

1. To preview the required PI 4/60 fora selection of employees, follow 
steps 1 to 4 in the section To check the Print Setup on page 42. 

2. From the bottom of the report preview window, click Page Setup 
and then from the Page Setup window, click Margins. 

3. Within the Print adjustment section, use the following guide to 
amend your print adjustments. 

Start by making minor adjustments to the values, which are shown 
in inches, displayed in the Horizontal and/or Vertical Print 
adjustment boxes. If required, you may force a negative 
adjustment by using the downward arrow button, or by entering a 
minus sign before the adjustment figure. 

For example, if the P14/60s are printing half an inch too high, 
increase the Vertical adjustment by 0.5000. 


PROBLEM 

SOLUTION 

Printing too far to the left 

Increase the Horizontal adjustment 

Printing too far to the right 

Decrease the Horizontal adjustment 

Printing too high 

Increase the Vertical adjustment 

Printing too low 

Decrease the Vertical adjustment 


EB 
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4. If you are printing onto laser stationery, enter 1 in the 
Copies box. If you are printing on to dot matrix 
stationery, ensure 1 appears in the Copies box. 

5. Ensure your printer details are correct, and then to 
print the P14/60s, click OK. 

The P14/60s print. 

Note: You should send P14s to the Inland Revenue for 
those employees no longer working for you at 5th April 
2004, but should discard their P60s. They will be given 
their P60 by their new employer, or by the Inland Revenue 
if they have retired or are not currently employed. You 
should send the copies of the PI 4 to the Inland Revenue 
as normal. 


Step 8 


Delete leave dates for leavers with company cars 


The leave dates for any leavers who had a company car 
whilst employed by your company must be removed to 
ensure their Class 1A National Insurance (NIC) 
contributions calculate in the new tax year. 


Note: You must re-enter the leave dates into the 
Employee Record once you have finished your Year End 
routines. You should therefore make a note of the leave 
dates before removing them. 




4. To save your print adjustment, click OK. 

5. Altering the Print Adjustment will not alter how the P14/60 appears 
on the preview window. To see the result of the alteration, you must 
print the report. You may have to repeat this step a number of times 
until the P14/60 form is correctly aligned. 

6. When the correct adjustments have been achieved and the forms 
have been printed successfully for the selected employees, click 

Close. 

7. When prompted to save your changes, click Yes. 

8. You should now print the P14/60s for all of your employees. For 
further information, please refer to the section To print the P14/60s 
for all employees on page 45 
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To remove the leave dates 

1. From the Payroll desktop, select the required 
employee(s) and then from the Employee stacked 
toolbar, click Employee Record. 

2. Click the Employment tab. 

3. Make a note of, and then delete, the date in the 

Employment Period To box. _ 

4. To save your changes and move to the next selected 
employee, click Save and then Next. 

5. Repeat this process for each selected employee. 
When the leave dates have been removed from all of 
the selected Employee Records, to save your changes 
and return to the Payroll desktop, click Save and then 
Close. 



Step 9 


Take two backups of your Payroll data 


It is very important that you take and keep backups of your 
Payroll data. We suggest taking two backups at this stage, 
in the event you need to return to the current information 
once you have cleared your Year to Date values. 


Note: You should label these sets of backup disks During 
Year End 2004 - Before Clearing YTD Values. Set 1 and 
During Year End 2004 - Before Clearing YTD Values. 
Set 2. 


For help taking a backup, please refer to Step 2 Take a 
backup of your Payroll data on page 23. 
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Step 10 


Clear your Year to Date values 


Now that you have checked and printed all of your Year 
End reports and taken backups of your data, you are 
ready to clear your Year to Date values. 


If you have used the Internet Submissions module to 
submit your Year End returns electronically, via the 
Internet, you are also now ready to clear your Year to Date 
values. 


Clearing your Year to Date values will: 

• Remove all payroll cumulative values for the current 
tax year. 

• Carry over outstanding balances for SMP, SPP and 
SAP. Sage Payroll will continue to calculate the correct 
amounts due in the new tax year. 

• Carry over any outstanding balances for Tax Credits. 
The correct amounts due are automatically calculated 
in the final pay period and Sage Payroll will continue to 
calculate the correct amounts due in the new tax year. 

• Carry over all cumulative values and outstanding 
balances for Attachment of Earnings. Only the 
Attachment Value YTD is cleared to zero. This value 
will start to accumulate from the beginning of the new 
tax year. 

• Remove any loans that have been completed in the 
tax year, i.e. those with a status of Paid or Written Off. 
Outstanding balances on all loans will remain the 
same. 


m 








• Remove any Tax Credits, Student Loans and 
Attachments that have been completed in the tax year. 

• Delete employees who have a leave date in their 
Employee Record (V8.03, V8.04 and V8.05 only). 

• Transfer mileage records for 2003/2004, where 
applicable. 

• Remove all Week 1 / Month 1 flags, except for the DO 
and NT tax codes. 


To clear your Year to Date values 

1. From the Tasks menu, choose Tax Year End. 

2. To continue, click Next. 

The Tax Year Ending date appears. This date is 
automatically set to 5th April 2004. 

3. To continue, click Next. 

You are prompted to choose the type of PI4/60 
stationery you are using. 

Note: You have already printed your P14/60s and do 
not need to make a selection. 

4. To continue, click Next. 

The Tax Year End Wizard displays the Year End 
Reports page. ___ 
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5 . 


6 . 


7 . 


Select each of the check boxes to confirm that you 
have printed all of your Year End reports. _ 

Note: If you have not followed the steps in this guide, 
and have not printed these reports, you should not 
proceed. To close the Tax Year End Wizard, click 
Cancel, when prompted click Yes to continue and then 
return to the beginning of this chapter. 

To clear your Year to Date values, click Finish. _ 

A message appears asking you if you want to update 
your employees’ mileage records. 

To update the relevant records, click Yes. 

Note: If you do not keep mileage records, click No. 

A message appears informing you that the Tax Year 
End clearing is complete. 


5th April 


Reports 


P11 Deduction Working Sheet (PAYE) 

P11 Deduction Working Sheet (NIC) 

Laser PI 4 (sheet 1) • National Insurance Copy 


Laser PI 4 (sheet 2) • T ax Copy 
Laser P60 (sheet 3) • Employee Copy 
P35 Employer's Annual Return 


Click Finish to clear your year to date totals and complete the t ix year end. 


Cancel 



8. To confirm receipt of this message and return to the 
Payroll desktop, click OK. _ 

After a short wait, your Year to Date values are cleared 
and you are returned to the Payroll desktop. 

































Step 11 


Take a backup of your Payroll data 

It is very important that you take and keep backups of your 
Payroll data. We suggest taking at least one backup at this 
stage, so that you have a copy of the data as at the 
beginning of the new tax year, after all of your previous 
years’ processing information has been cleared, but 
before you have started to process. 

Note: You should label this set of backup disks Year End 
2004 - After Clearing YTD Values. Set 1. 

For extra security, for example to help prevent loss of data 
in the event your first backup disks become damaged, you 
can take a second backup of your data. 

To do this, ensure you use a new set of disks, or if you are 
backing up to CD ROM or zip disk, ensure you store your 
backup in a different folder or apply a different filename. 

You should label your second set of backup disks Year 
End 2004 - After Clearing YTD Values. Set 2. 


Step 12 


Distribute your Year End returns 


Government legislation stipulates that you must distribute 
your Year End returns. Failure to do so, and failure to meet 
the specified deadlines, may result in fines being 
imposed. 
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For help taking a backup, please refer to Step 2 Take a 
backup of your Payroll data on page 23. 
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Separate the P14/60s. If you are using dot matrix forms, 
remove the sprocket strips. 

Send the following returns to the Inland Revenue: 

• P35 Employer’s Annual Return 

• P14 End of Year Summary (both copies, orange and 
green, to the Inland Revenue) 

Distribute the following form to your employees: 

• P60 End of Year Certificate (blue copy) 

Note: You should distribute P60s only to those 
employees who are still in your employment as at 5th 
April 2004. Discard P60s for employees no longer 
employed by you as at 5th April 2004. 


Congratulations! As long as you have completed all of 
the steps detailed in the During Year End chapter, you 
have completed your Year End routines. You are now 
ready to install your new Payroll update program for 
the 2004/2005 tax year. 
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/Deadlines 


The deadlines for the submission of your statutory forms 
are: 

19th May 2004 for the submission of your P35 and PI 4 
Year End returns. 

31st May 2004 for the distribution of your P60s. 

Note: Yourfinal paymentof PAYE and National Insurance 
for the 2003/2004 tax year must reach the Inland 
Revenue no later than 19th April 2004. 








Common Questions: During Year End 

2] When I set the process date to 5th April 2004 to run my Year End, 
tax week 53 is displayed. I have not processed a week 53 - should 
I have? 

Q Week 53 is the tax week that must appear on your Year End 
returns. When you set your process date to 5th April 2004, the tax 
week appears as week 53 regardless of whether or not you have 
processed a week 53. For further information about week 53, 
please refer to Step 3, Check if you will have a week 53 on page 
10 . 

23 Why do I have to take so many backups at Year End? 

0 We recommend taking backups at different stages of the Year End 
routines to ensure you are able to restore to the exact status 
required, in the event you make any mistakes while processing the 
Year End. In addition to this, we recommend taking multiple 
backups in case any of your backup disks, CDs or zip disks 
become corrupt, damaged, lost or stolen. 

2] Can I take my backups onto CD rather than floppy disks? 

0 Yes. You can take your backups onto CD, as long as you have a CD 
re-writer. You must, however, ensure that you store your backups 
in different folders on the CD, or apply different file names to each 
backup you take. 

To apply different file names to your backups, change the Path 
details in the Backup Wizard. For example, enter file name of 
d:\beforeclearingYTD1.001 and d:\afterclearingYTD2.001, and so 
on.You must ensure that the backup file name ends with .001 

Remember that the filename you use will help you to identify your 
backups more easily in the event you need to restore. 
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23 Why is Tax Year End greyed out on my Tasks menu? 

0 The Tax Year End option on the Tasks menu appears greyed out if 
you are logged into Sage Payroll as a user who does not have 
access rights to Year End and an Access Level of 9. 

To ensure you have sufficient access rights to run the Tax Year End 
wizard, please refer to the section Check your Access Rights on 
page 15. 

23 I need to re-print PI Is for a selection of my employees. Can I do 
this or do I need to print all of them? 

0 Yes, you can print PI Is fora selection of employees. To do this, 
select the required employees from the employee list, open 
Reports and from the left-hand pane, choose Year End. From the 
reports list choose the required P11 and then click Print. When 
prompted to print the report for the whole of the company, click No. 
Ensure your printer details are correct, and then to print the report, 
click OK. 

23 Do I need to submit my employees’ PI Is to the Inland Revenue? 

0 No. You should not submit your employees’ PI Is to the Inland 
Revenue. Instead, you should keep them for your own records for 
at least 3 tax years. 

23 I started using Sage Payroll part-way through the tax year and 
some of my P32s show zero values. How can I enter the missing 
information? 

0 You will need to manually enter your P32 information for each 
missing month in the Amount Paid column of the IR Payments 
table, within Company Settings. 
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0 Why do I have the same employee twice on my P35? 

0 You may have employees whose payment frequency changed and 
for whom you set up new Employee Records, rather than 
amending the payment frequency within the existing record. Such 
employees will appear twice on your P35 and have two P14/P60s. 
You should cross out the first set of figures on the P35, as they will 
have been carried over as cumulative values on the new record, 
amend the grand totals on the P35 Deductions Working Sheet and 
amend boxes 2 and 5 on the P35 Section 2. You will then need to 
amend boxes 3, 6, 9,10, 12, 28 and 30 to take into account the 
amendments made to boxes 2 and 5. You should discard the first 
set of P14/P60s for these employees. 

Note: This does not apply to leavers who have restarted with your 
company. 

You may also have employees whose status changed to Director 
part-way through the tax year, and for whom you set up new 
Employee Records, rather than change the status within the 
existing record. The P35 can be amended, but you must discard 
the two P14/60s and complete one form manually. Follow the 
guidelines below to adjust your PAYE and NIC values: 

• PAYE - The tax on the second record is complete, therefore you 
should cross out the figures on the P35 relating to PAYE from the 
first record and amend the Total PAYE figure. You should also 
amend box 5 on the P35 Section 2, to reduce the values by the 
amount of PAYE from the first Employee Record. 

You will then need to amend boxes 6, 9, 10, 12, 28 and 30 to take 
into account the amendment made to box 5. You should use the 
PAYE figures for the second record to manually complete the P14/ 
60. 

• National Insurance - The National Insurance is split between the 
two entries on the P35, giving the correct total on this report. 
However, you must add together the National Insurance figures 
from the two P14/60 forms to manually complete the PI4/60. 




2] I’ve entered some incorrect information onto the P35. How can I 
amend this? 

Q You can simply run the P35 Wizard again. The wizard retains all of 
your answers from the first time you completed it, so you therefore 
only need to make changes to the sections that are incorrect. 

23 I had a problem printing one of the sections of my P35 report from 
the P35 Wizard. Can I re-print this without having to complete the 
wizard again? 

0 Yes. If you have completed the P35 Wizard and ensured all of the 
details are correct, from the horizontal toolbar click Reports and 
then from the left-hand pane click Year End. Choose the required 
P35 report and then click Preview. From the bottom of the Preview 
window, click Print, ensure your printer details are correct, and 
then click OK. 

2] I am checking my P35 against my P32s and the reports differ. Why 
is this? 

0 The P35 shows all pay in the current employment only, including 
any cumulative values entered part-way through the tax year. Your 
P32s only show figures which have been updated within Sage 
Payroll, and ignore cumulative figures entered manually. 

23 Can I enter the additional information required from construction 
industry limited companies, in Sage Payroll? 

0 No. You cannot record this information in Sage Payroll. 

From April 2002, companies who suffered deductions as a result 
of the CIS scheme can claim it back in their monthly payments to 
the Collector of Taxes. 

If you are a construction industry limited company holding a CIS4 
Registration Card, you will need to enter the amount for CIS 
deductions suffered (Box 31) and your Revised amount now 
payable (Box 32) onto the Inland Revenue’s P35 form. 




2] Can I submit the P35 produced from Sage Payroll to the Inland 
Revenue? 

Q No. You should use your P35 Front Sheet and P35 Section 2 to 
transcribe your figures onto the P35 provided by the Inland 
Revenue. You may attach your printed P35 Deductions Working 
Sheet to the back of your P35 for submission to the Inland 
Revenue. 

0 Boxes 1 and 4 on my P35 Section 2 show zero values. Is this 
correct? 

0 The manual copy of form P35, Employer’s Annual Return, that you 
need to submit to the Inland Revenue, comprises 3 parts: 

• A series of declarations, which in Sage Payroll is the report P35 
Front Sheet. 

• Section 1, containing a breakdown of your employees’ tax and 
National Insurance contributions. 

• Section 2, providing a breakdown of the employer’s liability for 
the tax year. 

You are required to transpose the information that prints from Sage 
Payroll onto both the Front Sheet, and Section 2 of your manual 
submission. However, to save you time, you can leave Section 1 
blank and append the report P35 Deductions Working Sheets to 
your submission, as it prints from Sage Payroll. 

Boxes 1 and 4 of form P35 Section 2 derive their information from 
Section 1. Since you are not completing Section 1, these boxes are 
always zero. Boxes 2 and 5 of form P35 Section 2 derive their 
information from the continuation sheets, and reflect the totals that 
print on the Deductions Working Sheets. 
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E] When I print my P35 Deductions Working Sheet and P14/60s 
directly from the Year End reports window, employees who are 
either On Hold, Holiday or who are Leavers are not being included. 
Why is this? 

0 These employees do not appear on your Year End reports 

because you are using the Criteria settings to exclude them. For 
further information about this, please refer to the section Clear the 
employee exclusion criteria on page 9. 

EJ I have printed my P14/60s but the National Insurance section is 
blank. Why is this? 

0 National Insurance details appearon the P14/60s only if you have 
processed and updated at least one pay period within Sage 
Payroll. If you have entered Year to Date values and have not 
processed and updated at least one pay period within Sage 
Payroll, perhaps because you have moved from a manual payroll, 
only the tax details will appear. To correct this, you should either: 

• Contact your local Inland Revenue Office to clarify whether they are 
able to accept part-manual, part-printed certificates. You should 
make manual amendments to the National Insurance section of the 
certificates using your manual records, only when permission has 
been granted. 

• Alter the Year to Date Values to those for the employee's 
penultimate pay period, process and update their final pay period 
using Sage Payroll and reprint your P14/60s. 

E] Why does the Statutory Sick Pay box on my employees’ P14/60s 
show a zero value, even though I have paid SSP to them? 

0 Sage Payroll uses the information stored in the SSP Recovered 
table within Company settings to determine whether a value 
should appear in this box. If there was any SSP Recovered for the 
period during which the employee was paid SSP, this box displays 
the amount of SSP paid. If there was no SSP Recovered, this box 
will show a zero value. 
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0 Should I distribute P60s to those employees no longer in my 
employment? 

0 No. You should discard P60s for those employees no longer 
working for you at 5th April 2004. They will be given their P60 by 
their new employer, or by the Inland Revenue if they have retired 
or are not currently employed. 

0 Some of my P14/60s show an X in the NIC table letter column. 
Why? 

Q The NIC category usually appears as an X because the 
employees’ earnings are below the Lower Earnings Limit for 
National Insurance. This can also occur when the employees’ 
earnings are exactly the same value as the Lower Earnings Limit. 

2] Why is the alignment of my P14/60s incorrect? 

0 Your alignment is incorrect due to one of the following reasons: 

• You are not using the correct stationery. Call 0800 33 66 33 to 
order. 

• You are not using the correct layout or paper size for the 
stationery you are using. 

• You may not be using the best driver for your printer. 

• You do not have a User Defined paper size set up for your 
printer. 

• Your paper is misaligned. 

For more information about lining up your P14/60s, please refer to the 
section PI4/60 Troubleshooting on page 44. 


23 Why don't my employee's Class 1A NIC details appear on the Year 
End reports? 

0 Government Legislation states that Class 1A NIC details must no 
longer appear on your P32, P35, P11 or PI 4/60 Year End reports. 
Calculation of benefits in kind, which are not directly associated 
with PAYE, are therefore not included for reporting purposes. The 
company cars feature has been retained within Sage Payroll, 
simply to assist you with your Class 1A calculations. 

Class 1A NIC (cars and fuel) must now be included on your P11D 
and P11D(b) along with all other benefits in kind. 

23 I have cleared my YTD values as part of the Year End routines, but 
still have details recorded in the History window. Why is this? 

0 After clearing your YTD values as part of your Year End routines, 
Sage Payroll retains figures from the previous tax year. If you are 
using V8.xx, the last 13 weeks’ figures are retained. If you are 
using V9.xx or VIO.xx, up to a whole year’s figures are retained. 

The figures are retained for the purpose of calculating the 8 weeks’ 
average gross pay for Statutory payments. 

Note: The retained figures will not have a bearing on calculations 
for PAYE within the new tax year and will not appear within the YTD 
Values window. 

23 I have 50 companies and don’t have time to complete the Year End 
for all of them before I have to process week 1 of the new tax year. 
What can I do? 

0 To keep your existing program and data so that you can complete 
your Year End routines over the coming weeks, you can install your 
new tax year update CD into a new folder, restore your backup 
and prepare your data for use in the new tax year. 

Forfull step-by-step instructions to help you to achieve this, please 
refer to Knowledgebase Article W5264 How to install your new tax 
year update into a new folder. 




When should I install my new tax year update? 

0 You must run the Year End routine in Sage Payroll before installing 
your new tax year update program. 

Note: If you have a multi company licence, you must complete the 
Year End routine for all companies before installing the new tax 
year update CD.If you are unable to complete your Year End 
routine in time to process your first payroll of the new tax year, you 
should install your new tax year update CD into a new directory. 
For further information about this, please refer to Knowledgebase 
Article W5264 How to install your new tax year update into a new 
folder. 

0 When should I distribute my Year End returns? 

0 You must submit your P35 and PI4s to the Inland Revenue by 
19th May 2004, and you must give anyone employed by you at 5th 
April 2004 a copy of their P60 by 31st May 2004. 

Failure to meet these deadlines may result in penalties being 
imposed by the Inland Revenue. 

E3 Last year, my process date was automatically set to 6th April after 
I cleared my Year to Date values. This hasn’t happened this year - 
have I done something wrong? 

0 No. The program functionality has changed slightly, to ensure the 
process date cannot be set to a date outside of the tax year for 
which the program was designed. Once you have installed your 
new tax year update, you will be able to change your process date 
to a date within the new tax year, for example 6th April 2004. 
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□ 

• Carries overall cumulative values and outstanding balances for 
Attachment of Earnings. Only the Attachment Value YTD is 
cleared to zero. This value will start to accumulate from the 
beginning of the new tax year. 

• Carries over any outstanding balances for Tax Credits. The 
correct amounts due are automatically calculated in the final 
pay period and Sage Payroll will continue to calculate the 
correct amounts due in the new tax year. 

Note: If you are using Sage Payroll V8.03 or V9.02 and you have 
processed week 53, you will need to set up the Tax Credits within 
your new tax year update program, to allow Sage Payroll to 
process the correct amounts due in the new tax year. 


What happens to the outstanding balances for Tax Credits, 
Attachments and Loans at Year End? 

When you clear your Year to Date values, Sage Payroll: 

• Removes any loans that have been completed in the tax year, 
i.e. those with a status of Paid or Written Off. Outstanding 
balances on all loans will remain the same. 


m 
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After Year End Checklist 


Now that you have completed the Before and During Year End 
routines, you should complete the tasks on the following check 
list: 

□ Step 1: Install your new tax year update program 

Now that you have completed all of the routines within the Before 
and During Year End chapters, you are ready to install your new 
Sage Payroll update program for the 2004/2005 tax year. 

If you have completed the Year End routines for all companies, you 
should install your new tax year update into the folder containing 
your original program. For more information, please refer to 
page 60. 


□ Step 2: Re-enter leave dates for leavers with company cars 
If you are recording cars and fuel in Payroll, re-enter the leave 
dates for employees with company cars, who left during the 
previous tax year. This ensures that the Class 1A NIC calculates 
correctly in the new tax year. For more information, please refer 
to page 67. 


□ Step 3: Update your tax codes 

With effect from 6th April 2004, there will be a change to tax codes 
with the suffix L. You must ensure your employees’ tax codes are 
updated accordingly, to ensure correct tax calculations in the new 
tax year. For more information, please refer to page 68. 
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□ Step 4: Advance your holiday/absence year (if applicable) 

If your holiday and/or absence year runs alongside the tax year, 
from 6th April to 5th April of the following year, you should use the 
Advance Holiday Year option from the Tasks menu to advance the 
current holiday and/or absence year to the new year. For more 
information, please refer to page 70. 
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After Year End 

If you have any queries relating to any of the steps within 
this chapter, please refer to the section Common 
Questions: After Year End on page 72 for answers to the 
most commonly asked questions received by our 
Technical Support team. 


Step 1 


Install your new tax year update program 


Now that you have completed the routines within the 
Before and During Year End chapters, you are ready to 
install your new tax year update program for the 2004/ 
2005 tax year. 


If you have completed the Year End for all companies, you 
should install your new tax year update into the folder 
containing your original program. 


To successfully complete the installation routine, you need 
to: 

• Check your PC against the system requirements. 

• Find your existing Sage Payroll installation folder. 

• Install your new tax year update. 


To check your PC against the system requirements 

To ensure your new tax year update installs onto your PC, 
check that you have the following computer requirements: 


Important: If you have not completed the Year End 
routine for all companies, you should install your new 
tax year update into a new folder. 

For more information about doing this, please refer 
to Knowledgebase Article W5264 How to install your 
new tax year update into a new folder. 












Recommended Hardware Requirements 

• An IBM PC or compatible with a Pentium 1GHZ 
processor 

• At least 128 MB RAM 

• A hard disk with at least 200MB free disk space 
after Windows has been installed 

• A copy of Internet Explorer 6 or higher (included on 
the program CD) 

• A CD ROM drive 

• A monitor with SVGA resolution (1024 x 768) 

Operating Systems 

You must be using one of the following operating systems 

• Microsoft Windows 98 (Second Edition) 

• Microsoft Windows ME 

• Microsoft Windows NT V4 (with Service Pack 6) 

• Microsoft Windows 2000 (with Service Pack 2) 

• Microsoft Windows XP (with Service Pack la) 

Users of Networked versions of Sage Payroll must be 
using one of the following: 

• Microsoft Windows Networking 

• Novell Netware V5.0 

• Novell Netware V6.0 
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Note: If you need help checking your hardware or 
operating system, please contact your IT Administrator. 
Alternatively, refer to your Microsoft Windows User’s 
Guide. 
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To find your existing Sage Payroll installation folder 

To ensure you install your new tax year update into the 
correct folder, we recommend that you locate the folder in 
which your existing Sage Payroll program is stored. 

To find your existing program folder, please refer to the 
following steps: 

1. Open your existing Sage Payroll program. 

2. From the horizontal menu bar, open the Help menu 
and choose About. 

3. From the About window, choose the System 
Information tab. 

4. From the System Info tree view, choose Application. 

The installation details appear in the Value column, 
for example c:\Program Files\Sage Payroll 
Payroll.exe. 

Note: In this example, the installation folder is 
c:\Program Files\Sage Payroll 

5. Make a note of these details and then, to close the 
About window and return to the Payroll desktop, click 

OK. 

6. You must now close Sage Payroll in preparation for the 
installation routine. To do this, from the horizontal 
menu bar open the File menu and choose Exit. If you 
are prompted to take a backup, click No. 


About... 


General I Technical Support System Information 


System Info 
System 
Drivers 
[t] Printers 



Item 


Value 


| C:\Program Files\Sage Payroll\Payroll.exe | 


A. 


Print 


OK 


'Tip: If the full installation path does not appear, hover your 
mouse pointer over the Value column. The full path appears in a 
.yellow box. 




























Note: Sage Payroll Professional and Sage Payroll 
Bureau users must close the program on all 
computers. Do not allow any users to access to your 
existing payroll data while you are installing your new 
tax year update program. 


To install your new tax year update 

You are now ready to install your new tax year update. To 
do this, please refer to the following steps: 

A Before you start the installation routine, close all other 

programs, including Sage Payroll and the Microsoft Office 
Shortcut bar, if you have one. If you are using Windows NT, 
2000 or XP, you must also ensure you are logged on as the 
Administrator, or as a user with full Administrator access 
rights. 

1. Place your new tax year update CD into your 
CD-ROM drive. 

Note: If your CD-ROM runs the setup program 
automatically, the Welcome window appears and you 
can continue from step 4 of this procedure. 

2. If the setup program does not run automatically, open 
the Start menu and choose Run. 

The Run window appears. 

3. Type d:\setup into the box provided, and then 
click OK. _____ 
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If your CD-ROM drive letter is different, replace the d: 
in the command on page 63 with the appropriate letter. 


Welcome 


Welcome. This program will install Sage Payroll on your computer. 

It is recommended that you close all other Windows programs before proceeding. 





Installation and use of Sage Payroll is subject to the following Licence Agreement. 
Press PAGE DOWN to see the rest of the document. 


4. 


The Welcome window appears displaying the 
Software Licence Agreement. 


If you accept the terms and conditions of the 
agreement and want to continue with the installation, 
click Accept Licence. _ 


SOFTWARE LICENCE AGREEMENT 

Your right to use the software (in object code only) and its associated 
documentation ("Program") is subject to the terms set out in this licence 
agreement ("Agreement"). As notified in the hard copy of this Agreement 
supplied with the Program, by breaking the seal to open the CD case, you have 
signified your acceptance of the terms and conditions set out below. In the 
event that no hard copy was contained in the box, then accessing this Program 
signifies your acceptance of the terms and conditions set out below. 

Therefore, please read them carefully before accessing the Program. If you 
do not agree to be bound by the terms and conditions of this Agreement, you 


1 


Do you accept the terms of the Licence Agreement? If not, choose Exit Setup. 




The Select Previous Installations window appears. 
This displays the location of your previous version of 
Sage Payroll. _ 


Note: If this list shows more than one installation of 
Sage Payroll, use the program details you noted down 
in the section To find your existing Sage Payroll 
installation folder on page 62, to identify the program 
you need to update. 

5. To update your current version of Sage Payroll, make 
sure the correct location of your previous version is the 
one highlighted. 
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Note: To install Sage Payroll into a different folder, 
make sure you clear the highlight from any previous 
installations and then click Next. To specify the 
required installation path, for example c:\Newpay, click 
Browse and follow the on-screen instructions. To 
continue, click Next. To ensure your data is stored in a 
different folder, for example c:\Newpay, click Browse 
and follow the on-screen instructions. 

For further information about installing your new tax 
year update into a new folder, please refer to 
Knowledgebase Article W5264 How to install your new 
tax year update into a new folder. 

6. Click Next. 

The Important Notice window appears. _ 

7. Check that you have completed all of the tasks listed 
here, before continuing with this installation. 

If you have not completed these tasks, click No now 
and exit from the installation routine. Return to your 
previous version of Sage Payroll, and complete your 
Year End routines as described in the During Year End 
chapter, starting from page 21. 

If you have completed all of these tasks, click Yes. 


A bar appears to show your progress through the 
installation routine. 
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8. When prompted, we recommend that you click Yes to 
install your updated Sage Payroll User’s Guide PDF 
and the Adobe Acrobat Reader. _ 


9. Close any programs you have open, ensure there is no 
disk in your floppy disk drive, and then click OK. 

Note: Do not remove your CD from the CD-ROM drive. 

Your computer switches off and then restarts. 

If you clicked Yes to install the User’s Guide, the 
Acrobat Reader Setup window appears. 


10. Follow the on-screen instructions to install the Adobe 
Acrobat Reader. 

When the installation of the Adobe Acrobat Reader is 
complete, a message appears thanking you for 
choosing Adobe Acrobat. Click OK. 

Note: You can now remove your CD from the CD-ROM 
drive. 

You have successfully installed your new tax year update 
program and User’s Guide, and are now ready to prepare 
your program for the new 2004/2005 tax year. 

• To view your Sage Payroll User’s Guide, double-click 
the User Guide shortcut on your Windows desktop. 

• To open your new program, double-click the program 
shortcut on your Windows desktop in the usual 



If you have installed your 2004/2005 tax year update 
program into a new folder, you will need to: 

• Re-enter your Sage Payroll serial number and 
activation key. 

• Create a new company. 

• Restore the post Year End backup, taken in Step 
11, Take a backup of your Payroll data on page 51, 
into your new Sage Payroll 2004/2005 program. 















manner. When you run your updated program, a 
message appears informing you that your data is 
being upgraded. To confirm receipt of this message, 
click OK. 

• To logon, enter your logon details and click OK. A 
message appears informing you that your reports are 
being updated. To confirm receipt of this message, 
click OK. 

• The Sage Payroll Readme appears. This document 
contains important information about your new 
program so please take the time to print and read the 
Readme. To close the Sage Payroll Readme, click 

Close. 


Step 2 


Re-enter leave dates for leavers with 
company cars 


If you are recording cars and fuel in Sage Payroll, you 
must re-enter the leave dates for employees with company 
cars, who left during the previous tax year. Doing so 
ensures you remove them from any further payroll runs 
while leaving their record in the program so the Class 1A 
NIC can be calculated correctly. 


To re-enter leave dates 


1. From the Payroll desktop, select the required 
employee(s) and then from the Employee stacked 
toolbar, click Employee Record. 

2. Click the Employment tab. 
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Note: The upgrade data routine may take a few minutes to 
complete. 
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3. Re-enter the leave date into the Employment Period 

To box, as noted in Step 8 Delete leave dates for 
leavers with company cars on page 46 _ 

4. To save your changes and move to the next selected 
employee, click Save and then Next. 

5. Repeat this process for each selected employee. 
When you have re-entered the leave dates into all of 
the selected Employee Records, click Save and then 
Close. 

To ensure all Class 1A NIC figures are correctly 
transferred, we recommend that you check your car 
records. To make sure that the figures recalculate, open 
the Employee Record, click the Cars/Fuel tab and then 
click Class 1A NIC. Repeat this process for each 
employee, including leavers, who had a company car in 
the 2003/2004 tax year. 



Step 3 


Update your tax codes 


With effect from 6th April 2004, there will be a change to 
tax codes with a suffix of L: 

• L suffix code increases by 13 (for example, 461L 
becomes 474L). 


Updating your employees’ tax codes for the 2004/2005 tax 
year is easy. Just follow the steps on page 69. 














































To update your employees’ tax codes 

1. To ensure no employees are selected, from the 
program toolbar, click Clear. 

2. From the horizontal menu bar, open the Tasks menu 
and choose Global Changes. 

3. From the Global Changes menu, choose Tax Codes 
and then Apply Tax Code Change Where Code has 
Suffix. 

The Change Tax Code window appears. 

4. Enter L in the first box, then enter 13 into the second 

box and click OK. _ 

A confirmation message appears. 

5. To allow Sage Payroll to check through the employee 
list for the relevant Employee Records, click Yes. 

A message appears, informing you of how many 
employees have been updated. 

6. To complete the routine, click OK. 

You have successfully amended your employees’ tax 
codes. 

Note: The emergency tax code for the 2004/2005 tax year 
is 474L Week 1 / Month 1. 
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Note: Any changes to tax codes for individual 
employees, other than those with a suffix of L, will be 
notified to employers on form P9(T), an electronic 
copy of form P9(T), or the paper or electronic code 
list. 
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Step 4 


Advance your holiday and/or absence year 
(if applicable) 


If you have holiday schemes set up and your holiday and/ 
or absence year runs alongside the tax year, from 6th April 
to 5th April of the following year, you should use the 
Advance Holiday Year option from the Tasks menu to 
advance the current holiday and/or absence year to the 
new year. 

Using the Advance Holiday Year option automatically: 

• Carries over any unused holiday, if your Holiday 
Scheme has been set up to allow days brought 
forward from the previous holiday year. 

• Reduces the employees’ holiday entitlement in the 
new year, if your holiday scheme has been set up to 
allow days advanced from the next year. 

• Retains the values relating to the amount of holiday 
fund paid, as well as the amount of holiday fund 
accrued, if you have a Holiday Payment Scheme set 
up. 

To advance your Absence or Holiday Year 

1. From the horizontal menu bar, open the Tasks menu 
and choose Advance Holiday Year. 

The Advance Holiday Year Wizard appears. 

2. To continue, click Next. 


EH 


Tip: To check how many holidays your employees have 
taken and/or have remaining from the current holiday 
year, before running this routine, print the Holiday Year 
Summary Report. To print this report, from the horizontal 
toolbar, open Reports and then from the tree view, click 
Absence. From the right-hand pane, select the Holiday 
Year Summary Report and then click Print. 












The Select the year(s) you want to advance window 
appears, displaying your current absence and holiday 
year settings. 

3. To advance your absence year, select the Advance 

Current Absence Year check box _ 

4. To advance your holiday year, select the Advance 

Current Holiday Year check box _ 

Note: You do not need to manually amend the date 
displayed in the boxes. The Advance Holiday Year 
routine automatically changes this date for you. 

5. To complete the routine, click Finish. 

A process complete message appears. 

6. To confirm receipt of this message, click OK. 

Your holiday and/or absence years are advanced and 
you are returned to the Payroll desktop. 


Congratulations! As long as you have completed all of the 
steps detailed in the After Year End chapter, you have 
completed your Year End routine. You are now ready to 
start processing your payroll in the 2004/2005 tax year. 
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Select the year(s) you want to advance. 




Current Absence Year 
P7 Advance 


Current H oliday Year 
W Advance 

Click Finish to advance your absence and/or holiday year. 


|06/04/2003 

|06/04/2003 


Cancel 


< Back 
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Common Questions: After Year End 

2] I have not completed the Year End routine for all of my companies, 
but need to start processing in the new tax year. Can I still install 
my new tax year update program? 

0 You can install your new tax year update program, but you must 
not install it over the top of your existing program. Doing so will 
overwrite your data and you will not be able to complete your Year 
End routine. 

For further information about installing your new tax year update 
into a new folder, please refer to Knowledgebase Article W5264 
How to install your new tax year update into a new folder. 

0 My PC does not meet the recommended specification for the new 
tax year update program. Can I just use my existing program for 
the 2004/2005 tax year? 

0 No. You must install your new tax year update program which has 
been changed to comply with the latest changes in legislation. The 
necessary amendments to the tax bandwidths and National 
Insurance rates cannot be made manually. We suggest that you 
install your new tax year update onto a new PC and restore the 
backup you took after clearing your Year to Date totals as detailed 
in Step 11 Take a backup of your Payroll data on page 51. 

For further information about installing your new tax year update 
into a new folder, please refer to Knowledgebase Article W5264 
How to install your new tax year update into a new folder. 

0 I followed the instructions to locate my existing Sage Payroll 
installation folder, however I can not see the full path in the Value 
column. What should I do? 

0 If the full installation path does not appear, hover your mouse 
pointer over the Value column. The full path appears in a yellow 
box. 
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0 I have a Windows NT/2000/XP PC but do not have full 

administrative rights. Can I still install my new tax year update? 

0 No. To ensure all of the components from your new tax year update 
CD install properly onto your PC, you must either log on as the 
Administrator, or as a user with full administrator rights. 

For further help, please contact your System Administrator. 

0 I put my CD into the CD-ROM drive but the installation routine did 
not start automatically. What should I do? 

0 If the installation routine does not start automatically, click onto the 
Windows Start button and choose Run. In the Open box, type 
d:\setupand then click OK. If your CD-ROM drive letter is different, 
replace d in the above command with the appropriate letter. 

0 I entered d:\setup into the Open box but a message advises that 
the path cannot be found. How can I check the correct path to my 
CD-ROM drive? 

0 To check the path to your CD-ROM drive, from your Windows 
desktop, double-click My Computer. All of the drives connected to 
your PC are listed here. 

0 More than one installation is listed on the Select Previous 
Installations window during the installation routine. Which 
installation should I choose? 

0 If the Select Previous Installations window shows more than one 
installation, use the program details you noted down in the section 
To find your existing Sage Payroll installation folder on page 62, to 
identify the program you need to update. 




I want to keep my existing data, in case I have made any errors 
processing my Year End. Can I install my new tax year update into 
a new folder? 

Q Yes. When you follow the installation routine, you are prompted to 
choose the installation that you want to update. To install your new 
tax year update into a new folder, make sure you clear the highlight 
from any previous installations and then click Next. To specify the 
required path, for example c:\Newpay, click Browse and follow the 
on-screen instructions.To continue, click Next. To ensure your data 
is stored in a different folder, for example c:\Newpay, click Browse 
and follow the on-screen instructions. 

For further information about installing your new tax year update 
into a new folder, please refer to Knowledgebase Article W5264 
How to install your new tax year update into a new folder. 

23 I have not completed all of the tasks listed on the Important Notice 
window which appears during the installation routine. What should 
Ido? 

0 If you have not completed these tasks, you must click No now and 
exit from the installation. Return to your previous version of Sage 
Payroll, and complete your Year End routines as described in the 
During Year End chapter, starting from page 21. 

If you need to start processing in the new tax year now and do not 
have time to complete your Year End routines first, you can install 
your new tax year update into a new folder. For further information 
about doing this, please refer to Knowledgebase Article W5264 
How to install your new tax year update into a new folder. 

23 Why am I prompted to install Adobe Acrobat Reader? 

0 Adobe Acrobat Reader is the program needed to open your on¬ 
screen Sage Payroll User’s Guide. We strongly recommend 
installing both components, to ensure you have all the resources 
needed to help you to process your payroll. 
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23 I have installed my new tax year update into a new folder. When I 
open the program, I am prompted for my Serial Number and 
Activation Key. Where will I find these details? 

0 These details will be on the inside cover of your Sage Payroll 
User’s Guide, sent to you when you purchased the product. If you 
do not have this guide at hand, you can also find the details within 
your previous installation of Sage Payroll. 

To do this, click Cancel to exit from the Startup Wizard and open 
your previous Sage Payroll program. From the horizontal menu 
bar, open the Tools menu and choose Upgrade Program. If you 
are using Sage Payroll V8.03 or V9.02, open the File menu and 
choose Upgrade Program. From the Product Registration 
window, make a note of the Serial Number and Current Key and 
then to close the window, click Cancel. Exit from this program and 
re-open your new installation. 

23 I have installed my new tax year update into a new folder but when 
I open the program, my data is not there. Why is this and how do I 
access my data? 

0 Your new installation is not linked in any way to your previous 
program. You have created a new folder to install the program in 
to, and a new folder to store your data. 

To gain access to your data, you will need to restore the backup 
taken in Step 11, Take a backup of your Payroll data on page 51. 
You will then need to prepare your data for use in the new tax year, 
following the steps earlier in this chapter, starting from page 59. 

For further information about restoring backups, please refer to 
Knowledgebase Article W4331 How to Restore. 






Your Guide to Payroll Year End 


0 I have re-entered the leave dates into the Employee Records of 
those employees who left last tax year and who had a company 
car, but they still appear on my Payroll desktop. Can I remove 
them? 

0 You cannot remove the records entirely, as they are needed for the 
calculation of Class 1A NIC, but you can remove them from view. 
To do this, from the horizontal toolbar, click Criteria. In the Exclude 
Employees who are section, select the Historical Leavers check 
box. To save your changes, click OK. 

Tip: If you are using Sage Payroll V8.06, in the Exclude 
Employees who are section, select the Leavers check box. 

0 I have employees with tax codes other than those with an L suffix. 
Do I need to change their tax codes? 

0 No. You should only make changes to tax codes with the L suffix, 
as detailed in Step 3 Update your tax codes on page 68. Any tax 
code changes for individual employees will be notified to 
employers on form P9(T), an electronic copy of form P9(T), or the 
paper or electronic code list. 
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2] How do I re-print a P60 for an employee who has requested an 
additional/replacement copy? 

0 The Inland Revenue has changed its policy on issuing duplicates 
of the form P60. It now has no objection to employers giving 
duplicate P60s to their employees. 

If you have already installed your new tax year update program, 
you must reinstall your previous version of Sage Payroll into a 
separate folder, and restore the backup you took before clearing 
your Year to Date values. You can then re-print the employee's 
P60. 

To do this, insert your stationery into the printer, from the Payroll 
desktop select the relevant employee and then from the horizontal 
toolbar, click Reports. From the tree-view, click Year End and then 
from the right-hand pane, choose the required P14/60 layout and 
click Print. When prompted to print the report for the whole 
company, click No. Ensure your printer details are correct, and 
then click OK. 

For more information about doing this, please refer to 
Knowledgebase Article W6109 How to re-print P14/60s. 

Note: Duplicate P60s given to any of your employees must be 
clearly marked 'Duplicate'. 




Sage Payroll Bureau and Payroll Year End 
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Sage Payroll Bureau customers must complete the Year 
End routine as described in detail in the previous chapters 
for each company before installing the 2004/2005 tax year 
update. Using the Multi-Company Tasks option, you can 
print reports and change your payroll data for a selection 
of companies at the same time. 

Note: You must run the P35 Wizard for each individual 
company. 

For further information about running the Year End using 
Multi-Company Tasks, please refer to Knowledgebase 
Article W6833 Payroll Year End using Multi-Company 
Tasks. 


A This section only applies to customers using 
Sage Payroll Bureau. 
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Before using Multi-Company Tasks 

Before using the Multi-Company Tasks option you must: 

• Take a backup of each individual company's data. 

• Ensure you have sufficient access rights. 

To perform Multi-Company Tasks you must have an 
access level of 9, including lower levels. To complete a 
successful Year End, you must also have sufficient 
access rights to run the Tax Year End Wizard, print 
reports and access all Employee Records within the 
program. For further information about assigning the 
necessary access rights, please refer to Step 7 Check 
your Access Rights on page 15. 

• Ensure no other users are logged in to any of the 
companies for which you are performing Multi- 
Company Tasks. 

If another user is accessing any of your payroll 
companies, the multi-company task may not be 
completed successfully. 
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Year End using Payroll Bureau 

For each individual company within Sage Payroll 
Bureau, you must: 

1. Complete all of the tasks identified in the chapter 
Before Year End, starting from page 7. 

2. Complete all of the tasks identified in the chapter 
During Year End, starting from page 21, excluding the 
following tasks, which can be completed using Multi- 
Company Tasks: 

• Step 3: Print and check Plls (NIC) and PAYE 

Use Multi-Company Tasks to complete this routine. 
For further information about doing this, please 
refer to page 78. 

• Step 7: Print your P14/60s 

Use Multi-Company Tasks to complete this routine. 
For further information about doing this, please 
refer to page 78. 

3. Complete all of the tasks identified in the chapter After 
Year End, starting from page 59, excluding the 
following task, which can be completed using Multi- 
Company Tasks: 

• Step 3: Update your tax codes 

Use Multi-Company Tasks to complete this routine. 
For further information about doing this, please 
refer to page 79. 
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Tip: Before starting to print P14/60s, we advise that 
you check the alignment by first printing two or three 
P14/60s using the instructions provided on page 41. 
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To print Plls and P14/60s using Multi-Company 
Tasks 

Note: To ensure your P14/60s align properly, please refer 
to Step 7 Print your PI4/60s on page 41. 

1. From the Company stacked toolbar, click Multi - 
Company Tasks. 

2. To confirm you have taken a backup and to open the 
Multi-Company Tasks window, click OK. 

3. From the list of available companies, select the 
required companies. 

4. From the Apply actions only to drop-down list, select 

All Employees. - 

5. From the Multi-Company Tasks menu bar, open the 
Reports menu and choose Post-Update. 

6. Set the Process Date to 5th April 2004 and then to 
continue, click OK. 

The Reports window appears. 

7. From the tree view, select Year End and then from the 
list of reports, choose the P11 or PI 4/60 report you 
require. 

8. To print the report, click Print. 

9. Repeat steps 7 and 8 to print the remaining reports. 


A Note: Before using Multi-Company Tasks to print your 
Plls and P14/60s, ensure you have completed all of the 
tasks in the chapter Before Year End, starting on page 7. 
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To update your tax codes using Multi-Company 
Tasks 

Note: If you are not using Sage Payroll Bureau V10, you 
will need to update the tax codes for each company 
individually. To do this, please refer to Step 3 Update your 
tax codes on page 68. 

1. From the Company stacked toolbar, click Multi - 
Company Tasks. 

2. To confirm you have taken a backup and to open the 
Multi-Company Tasks window, click OK. 

3. From the list of available companies, select the 
required companies and then from the Apply actions 
only to drop-down list, select All Employees. 

4. From the Multi-Company Tasks menu bar, open the 
Changes menu, and choose Tax Codes and then 
Apply Tax Code Change Where Tax Code has 
Suffix. 

5. Enter L in the first box and enter 13 in the second box, 

and then click OK. _ 

The MultiCo_Summary.Txt window appears, 
displaying the results of the task performed. 

6. To close the MultiCo_Summary.Txt window, open the 
File menu and choose Exit. 


You have successfully amended your employees’ tax 
codes across all selected companies. 
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Note: Any changes to tax codes for individual 
employees, other than those with a suffix of L, will be 
notified to employers on form P9(T), an electronic 
copy of form P9(T), or the paper or electronic code 
list. 



Note: The emergency tax code for the 2004/2005 tax year 
is 474L Week 1 / Month 1. 
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Common Questions: Multi-Company Tasks 


2) Can I back up all of my companies at the same time using Multi- 
Company Tasks? 

0 No. Backups must be carried out for each company independently. 
You should take backups from within each company as described 
in the section Take a backup of your Payroll data on page 23. 

2] I want to print my Year End reports for all of my companies using 
Multi-Company Tasks, but I can’t access this option. Why is this? 

0 You will not be able to access Multi-Company Tasks if your user 
name does not have the necessary access rights assigned to it. 
For further information about access rights, please refer to the 
section Check your Access Rights on page 15. 

23 Can I run the P35 Wizard for all of my companies using Multi- 
Company Tasks? 

0 No. You must run the P35 Wizard for each company individually. 
For further information about doing this, please refer to the section 
Print two copies of the P35 on page 32. 

23 Can I print the P35 report for all of my companies using Multi- 
Company Tasks? 

0 You must run the P35 Wizard for each individual company to 
ensure that your figures are correct. If you have done this for all 
companies, you can print the P35 reports using Multi-Company 
Tasks, if required. 


23 Can I print my Plls and P14/60s using Multi-Company Tasks? 

0 Yes. To save time, you can print your Plls and P14/60s for all 
employees in all companies, or selected companies, at the same 
time. For further information about doing this, please refer to the 
section To print Plls and P14/60s using Multi-Company Tasks on 
page 78. 

23 I have completed the Year End routine for some of my companies 
but not the others. Can I start processing in the new tax year for 
those companies whose Year End I have completed? 

0 You need to process in the new tax year using your new tax year 
update program. You should therefore either complete the Year 
End for all companies and then install the new tax year update, or 
if this is not possible, install your new tax year update program into 
a new folder. 

For further information about how to install your new tax year 
update into a new folder, please refer to Knowledgebase Article 
W5264 How to install your new tax year update into a new folder. 

23 Can I clear the Year to Date values, as part of the After Year End 
routines, using Multi-Company Tasks? 

0 No. You must use the Tax Year End Wizard, as described in the 
section Clear your Year to Date values on page 48. 
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Legislation Changes for 2004/2005 

Note: Changes to the PAYE bandwidths do not take effect until later in the new tax year. We will send you the information 
regarding these changes in advance of the implementation date. 


To comply with the latest changes in legislation for the 
2004/2005 tax year, Sage Payroll includes: 


Up-to-date National Insurance rates and bandwidths 

Your new Sage Payroll program includes the latest 
National Insurance rates and bandwidths, so you can be 
assured that your payroll will be processed accurately. 

To view the Nl bandwidths, from the Company stacked 
toolbar, click Legislation and then from the Legislation 
Settings window, click the Nl Bands tab. _ 


To view the Nl rates, from the Legislation Settings 
window, click the Nl Rates tab. _ 


To view the Nl rates for the different Nl categories, from 
the National Insurance Category drop-down list, select the 
required category. 


Legislation Settings 


PAYE Nl Bands | Nl Rates | SSP | SMP/SAP/SPP | Car Details | Student 
National Insurance Earnings Bands 


Earnings Limit 

Weekly 

Monthly 

Yearly 

Lower Earnings Limit 

79.00 

343.00 

4108.00 

Earnings Threshold 

91.00 

395.00 

4745.00 

Upper Earnings Limit 

610.00 

2644.00 

31720.00 



National Insurance Categories 


Letter | Description 

r 

A Standard Rate Contributions 

4 

B R educed R ate Contributions 

3 

C Employer Only Contributions 

D S tandard R ate Contracted-0 ut Contributions (CO S R) 

i 


Legislation Settings 


PAYE | Nl Bands Nl Rates | SSP | SMP/SAP/SPP | Car Details | Student 


National Insurance Category |A - Standard Rate Contributions 


H 


Weekly Earnings 

Monthly Earnings 

Yearly Earnings 

Employer Rate 

Employee Rate 

79.01 -91.00 

343.01 - 395.00 

4108.01-4745.00 

0.00 

0.00 

91.01 -610.00 

395.01 - 2644.00 

4745.01 -31720.00 

12.80 

11.00 

610.01 and over 

2644.01 and over 

31720.01 and over 

12.80 

1.00 


Help 


*l 


Help 
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New rates for Statutory Adoption Pay (SAP) 

For the 2004/2005 tax year, all employees who meet the 
necessary qualifying conditions will be eligible to receive 
Statutory Adoption Pay at the lower of the following rates: 

• 90% of average weekly earnings, or 

• £ 102.80 per week. 


To view the SAP rates, from the Company stacked toolbar, 
click Legislation. From the Legislation Settings window, 
click the SMP/SAP/SPP tab _^ 


For further information about Statutory Adoption Pay and 
the qualifying conditions, please refer to the SageCover 
Guide to Statutory Adoption Pay (2004-2005), available 
from the Sage website. 


Alternatively, please refer to the Inland Revenue 
publication E16 (2004) Pay and time off work for adoptive 
parents. 
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New rates for Statutory Maternity Pay (SMP) 

For the 2004/2005 tax year, all female employees who 
meet the necessary qualifying conditions will be eligible to 
receive the following rates of Statutory Maternity Pay: 

• Higher rate - 90% of average weekly earnings (for 
a maximum of 6 weeks) 

• Lower rate - the lower of 90% of average weekly 
earnings, or £ 102.80 per week (for a maximum of 
20 weeks). 


To view the SMP rates, from the Company stacked 
toolbar, click Legislation. From the Legislation Settings 
window, click the SMP/SAP/SPP tab _ 


For further information about Statutory Maternity Pay and 
the qualifying conditions, please refer to the SageCover 
Guide to Statutory Maternity Pay (2004-2005), available 
from the Sage website. 

Alternatively, please refer to the Inland Revenue 
publication E15 (2004) Pay and time off work for parents. 
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Legislation Settings 


PAYE | Nl Bands | Nl Rates | SSP SMP/SAP/SPP | Car Details | Student | 


SMP Rates 

Higher Rate Percentage | 9Q.QQ ;;; | 

The standard rate is the lesser of | , n o on—H 

[L)\ 10Z80 JU 

«(*) | 9Q.00_aJ 

SAP Rate 

The Rate is the lesser of (£) | 102.80 ai | 

or {%) | 90.00 jnJ 

SPP/SPP(A) Rate 

The Rate is the lesser of (£) | 102.80 ai| 

or [%) | 90.00 jiJ 


Maximum Weeks Payable 
At the Higher SMP Rate | fi^J 

At the S tandard S M P R ate | 20 

SAP Weeks | 26 

SPP/SPP(A) Weeks | 


NIC Reclaim 


Employer 

Percentage 

Reclaimable 

Compensation 

Percentage 

Standard 

92.00 0.00 

Small 

100 00 _4^ 


*J 
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New rates for Statutory Paternity Pay (SPP) and 
Statutory Paternity Pay (Adoption) (SPP(A)) 

For the 2004/2005 tax year, all employees who meet the 
necessary qualifying conditions will be eligible to receive 
Statutory Paternity Pay and Statutory Paternity Pay 
(Adoption) for a maximum of 2 weeks, at the lower of the 
following rates: 

• 90% of average weekly earnings, or 

• £ 102.80 per week. 


To view the SPP/SPP(A) rates, from the Company 
stacked toolbar, click Legislation. From the Legislation 
Settings window, click the SMP/SAP/SPP tab _ 


For further information about Statutory Paternity Pay, 
Statutory Paternity Pay (Adoption) and the qualifying 
conditions, please refer to the SageCover Guide to 
Statutory Paternity Pay (2004/2005), available from the 
Sage website. 

Alternatively, please refer to the Inland Revenue’s 
publication El 5 (2004) Pay and time off work for parents. 
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Legislation Settings 


PAYE | Nl Bands | Nl Rates | SSP SMP/SAP/SPP 
SMP Rates 


Car Details Student 



Maximum Weeks Payable 
At the Higher SMP Rate 
At the Standard SMP Rate 
SAP Weeks 
SPP/SPP(A) Weeks 


NIC Reclaim 


Employer 

Percentage 

Reclaimable 

Compensation 

Percentage 

Standard 

92.00 0.00 

Small 

100 00_*50] 


Help 


*! 


TS 


~ 26 |] 

TS 










































New rates for Statutory Sick Pay (SSP) 

For the 2004/2005 tax year, all employees who meet the 
necessary qualifying conditions will be eligible to receive 
Statutory Sick Pay at a rate of £66.15 per week. 


To view the SSP rates, from the Company stacked toolbar, 
click Legislation. From the Legislation Settings 
window, click the SSP tab. ---/ 


For further information about Statutory Sick Pay and the 
qualifying conditions, please refer to the SageCover 
Guide to Statutory Sick Pay (2004-2005), available from 
the Sage website. 


Alternatively, please refer to the Inland Revenue’s 
publication E14 (2004) What to do if your employee is 
sick. 
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Glossary of terms 


Attachment of Earnings Order (AEO) 

A court order that instructs an employer to make a deduction from an 
employee’s pay. 

Backup 

The process of copying your Sage Payroll data to a floppy disk, CD or 
tape, to avoid loss of information in the event of a system failure. 

BR Tax Code 

BR denotes the basic rate and means that all the employee’s pay must 
be taxed at the basic rate. For the 2003/2004 tax year, the basic rate is 
22 %. 

CD-ROM 

This is the abbreviation for Compact Disk Read Only Memory. It is an 
optical disk which is used to store information and programs. Data can 
only be retrieved from CDs and cannot be written back by a user. 

Class 1A NIC 

Class 1A NICs are payable by employers who provide benefits to their 
employees, or to a member of the employee’s family or household. Only 
employers pay these contributions. 

Contracting Out 

If the company runs an occupational pension scheme which meets 
certain conditions, the scheme may be used to contract the employees 
out of the state scheme SERPS. The employee and employer therefore 
pay less National Insurance. Schemes of this type must provide 
employees with a guaranteed minimum pension. 
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ECON 

Employer’s Contracting-out Number. This number is provided by the 
Inland Revenue. 

Electronic Submission 

The Internet Submissions module is an add-on to Sage Payroll, which 
allows you to submit your Year End returns electronically, via the 
Internet. 

Emergency Tax Codes 

The emergency tax code is used when the employee does not know 
their correct tax code. If an employee does not know their tax code, they 
should complete a form P46. Completion of this form stipulates 
whether you use an emergency or BR tax code. 

ET 

This is the abbreviation for Earnings Threshold and is the level set by 
the Inland Revenue to determine whether an employee should pay 
National Insurance. If an employee’s earnings exceed this level, 
National Insurance becomes payable by both the employee and 
employer. 

Floppy disk 

A floppy disk can be used to store and maintain files which are not 
stored on the computer's hard disk, such as a backup of your Sage 
Payroll data. 

Folders 

Your documents are stored in folders on your PC. In earlier versions of 
Microsoft Windows, these folders were called directories. 
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Funding 

Monies applied for and received from the Inland Revenue to assist 
employers in payment of Tax Credits, tax refunds, SSP, SMP, SPP, 
SPP(A), or SAP. 

Gross Pay 

The amount of pay an employee is due to receive before any 
deductions are made. 

LEL 

This is the abbreviation for Lower Earnings Limit. This is the minimum 
level of earnings an employee needs to qualify for benefits, such as 
Statutory Sick Pay. 

National Insurance (Nl) 

National Insurance is a contribution paid by all employees with salaries 
above the Earnings Threshold. It is also paid by employers where an 
employee’s salary exceeds the Earnings Threshold. These 
contributions are used to provide social security benefits. 

Nl Compensation 

An amount which can be reclaimed by small employers whose 
employees are in receipt of SMP, SPP, SPP(A), or SAP. 

P11 Deduction Card (NIC Details) 

The P11 Deduction Card (NIC Details) shows the earnings in specific 
bands, total employee and employer contributions, employee rebate, 
employer rebate, SSP, SMP, SAP, SPP and student loans. Any changes 
to an employee’s Nl category will be shown, together with the 
appropriate subtotals for that category. 

P11 Deduction Card (PAYE Details) 

The P11 Deduction Card (PAYE Details) show the employee’s 
payments and deductions of PAYE for each payment period within the 
tax year. This report also includes totals for Tax Credits. 


PI 4/60 Certificate 

The PI 4 form is an end of year summary, giving details of employee Nl 
and PAYE deductions for the tax year, SSP, SMP, SAP, SPP, Student 
Loans and Tax Credits for this employment. The PI 4 parts 1 and 2 (the 
orange and green parts) should be sent to the Inland Revenue. The 
P60 form (the blue part) contains the same information as the PI 4 and 
is given to the employee. 

P32 Employer’s Payment Record 

An employer should fill in this record each time a payment is made to 
the Inland Revenue. It shows Nl, tax, statutory payments, Student 
Loans and Tax Credits information against the appropriate month 
number. 

P35 Year End Summary 

The P35 is an end of year report produced in two parts. The Deductions 
Working Sheet shows the breakdown of total Nl rebates and employee 
and employer contributions for each employee; it also shows the PAYE 
amount. The form P35 Section 2 shows totals for all of the employees 
as a company. The totals shown are; Nl, PAYE, SSP, SMP, Tax Credits, 
and Student Loans. Any recoveries will be shown for SSP, SMP, SPP, 
SAP or Tax Credits. 

P45 

Form P45 should be provided to any employee who leaves your 
employment. One should also be given to you by any new employee 
joining your company. The form shows the employee’s name, address, 
National Insurance number, leave date, tax code, the week or month 
number they were last paid and their totals for gross pay and tax paid. 
It also shows the address of their last employer. 

P46 

Employer’s Notice to the Tax Office. Use this form when an employee 
does not have a P45 or was previously paid below the Earnings 
Threshold. 




Printer Driver 

A program that controls how your computer and printer interact. A 
printer driver file supplies Microsoft Windows with such information as 
the printing interface, the description of fonts and the features of the 
installed printer. 

Restore 

Restoring refers to taking the information, which you have previously 
backed up, and using it to overwrite your existing data files. 

Small Employers’ Relief 

Small Employers’ Relief enables an eligible employer to recover 100 
percent of the Statutory Adoption, Maternity and Paternity Pay paid to 
an employee. They also receive a 4.5 percent compensation. 

Statutory Adoption Pay (SAP) 

Statutory Adoption Pay (SAP) is paid to adoptive parents who meet all 
of the qualifying conditions. It is paid for a maximum of 26 weeks. 

Statutory Maternity Pay (SMP) 

Statutory Maternity Pay (SMP) must be paid to all female employees 
who are off work on maternity leave, and who meet all of the qualifying 
conditions. It is paid for a maximum of 26 weeks. 

Statutory Paternity Pay (SPP) 

Statutory Paternity Pay (SPP) is paid to employees who have a 
newborn child, and who meet all of the qualifying conditions. It is paid 
for a maximum of 2 weeks. 

Statutory Paternity Pay (Adoption) (SPP(A)) 

Statutory Paternity Pay (Adoption) is paid to adoptive parents who are 
off work on Adoption leave and meet all of the qualifying conditions. It 
is paid for a maximum of 2 weeks. 

Statutory Sick Pay (SSP) 

Statutory Sick Pay (SSP) must be paid to employees who are unable to 
work due to ill health and who meet the qualifying conditions. 
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Statutory Sick Pay (SSP) Recovered 

The proportion of Statutory Sick Pay which the employer has 

reclaimed. An employer is entitled to reclaim SSP in excess of 13% of 

their gross National Insurance, in the tax month which the SSP was 

paid. 

Statutory Payments 

Payments paid in line with Government legislation when an employee 
is absent because of adoption, maternity, paternity or sickness leave. 

Student Loan 

Employers are required to deduct student loan repayments from 
employees who have become liable to repay their loan, along with the 
deductions of tax and NIC. This only applies to loans taken out after 
August 1998. 

Sub-contractor 

A self-employed person or company who carries out work on your 
behalf. Sub-contractors pay a different rate of tax to normal employees 
and should not be processed in Sage Payroll. 

Tax Credit (Working Families Tax Credit) 

A tax credit paid to working families depending on their circumstances. 
This can be paid, on behalf of the Inland Revenue, to employees 
through the payroll each pay period. 

Tax Month 

Tax months are periods which follow on from each other within a tax 
year. They start on 6th of one month and end on 5th of the following 
month, for example the dates of the first tax month are 6th April - 5th 
May inclusive, the dates for the second tax month are 6th May - 5th 
June, and so on. There are 12 tax months in a tax year. 
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Tax Week 

Tax weeks are periods of seven days which follow on from each other. 
The dates of the first tax week of the tax year are 6th-12th April 
inclusive, the dates for the second week are 13th-19th April, and so 
on.There can be 52 or 53 tax weeks in the tax year, depending on your 
normal processing day. 

Tax Year 

A tax year is a period which starts on 6th April in one year and ends on 
5th April the following year. For example, the 2003-2004 tax year began 
on 6th April 2003 and will end on 5th April 2004. 

UEL 

This is the abbreviation for Upper Earnings Limit and is a limit set by the 
Inland Revenue to determine whether an employee should pay 
National Insurance. An employee only pays National Insurance on 
earnings that are between the ET and UEL. There is no limit for the 
employer - they pay National Insurance on all levels above the ET, 
including those above the UEL. 

Week 53 

The odd day(s) at the end of the last complete tax week of the tax year, 
for the 2003/2004 tax year these are 4th and 5th April, are treated as a 
whole week. This is tax week 53. 




